SS 


ie ee fe hs 
22 
moe 

a one aaa 


Te h4.% 5 
met ek ee ee a 
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ASSIGNMENT 40 


196. Drill on Previous Assignments 


ea pe de 


198. The final ¢ must be written in some words. 


en Bs ae 


314 GREGG SHOKI HAND [VIII 


199. Reading and Writing Exercise 
CHOICES 

SE ge ee ee 
pe ae os ee ere 

ee ee Se eee ee 
a pe ne. 
Se et ae 
ee ee = 
ey ae a: EO Gn eer ees 
2 oe ee 
Ae iO ae fe 1&6 ike 27 ee 
BPE ag eae ay 

OO, pe 


ie Ee ae 
ee I ry eae 
Oa en ee 
Oe es 

= Fe eee ae See 


yO = eee a as 
MEE OE Es 


( Be \ ee 


Se we reat gee. 
oa Nee eset 


ee eS 
maf a ee ee 


318 GREGG SHORTHAND [VIII 
ASSIGNMENT 41 


200. Drill on Previous Assignments 


201. Special Forms 


wae 2 oe ee 
eee ee. 


202. Reading and Writing Exercise 
Waste Lanp 
0 ee 
ee ee ee nee 
ae a ne ee Og oe 
eae Se yan Pee a 
ole be a Mie ye 
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320 GREGG SHOR PAN D [VIII 


a ey eae | 


oy ae ae oe 
ee CD ge ee 


i i oe ae 


ED GREGG SOK LiAND 


Pe A oe wie 60 Da yp 


(VII 


ee 
Coe ite tet pegecgeh 
se ee, AUS Of OF aie Ge 


oa og * 


SO, poe 
es a Came 
Ey Pale eS 
ee ee ae Wo aay GD 


re ee pe 


eee 


7 
Je ee eee Pe ee 
ee es Pe 
oe SOE we 
BOO, ek 
ie NS EO 
Ee 
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ASSIGNMENT 42 


203. Drill on Previous Assignments 


Ae ee 
ee 
Ee 


204. Oneeen of final d. 
gia (SD ane ak, ae 


205. There are three words in which the d must be written. 


- ara 


206. D is omitted when it immediately precedes m or v. 


207. Special Forms 


324 GREGG SHORTHAND [VIII 
208. Prefixes and Suffixes 


(a) Pace cue a 
(ett aN ay So ge 
‘(ogee ? eae ae 


mege: ae 


St OD A eee ee 


209. Reading and Writing Exercise 


la ee 


A Race with THE CLocK 
Pe Be ee ee a: 
Se SO eee ee 
PC BOS rae 
ee ee ME ee gt ce” 
eae ee 6 ees 
MS 


Pi o Zp C (= EN Co. ad 


°F, Ct 2s a 


42] GREGG SHOOK LAAN D 525 


Oe A oe Cin 
a ee oe og 
ie re 
Ye ee 
Oe a 
es 
ee eae ee meee ee 
ee ee 
CA pa 


Cee) ae ee ee 
ie tn ar add view 

ee Wi ee —7_ ae 

2 See ae 
gy 

a Se 
ke, a ae 
a oe oe ee 


y/2 ee ee ee 
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oe po “ps eae eee 

EE ae en ee 
pa Oo ea Se hae 


Se a a) 


Te ee meee ee 


ee ee a ee eee 
Bes ei... ies, SL 


eee ee 


328 GREGG SHOR PHAND [VII 


con a eee 
CO ye 
ila tthe: Soe ey Rs ee 
Poe) ge ee gee se 

ae ere ee ee” 


Bont) Lee Gua ares 


ea ee 


ey 5 Pa 
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ASSIGNMENT 43 


210. Drill on Previous Assignments 


211. Special Forms 
ee 2 a a a A 
a . 


es a a a 


212. Reading and Writing Exercise 


330 GREGG SHORTHAND [VII 
Og Gee ne eG 
ee ee i 

ee 
Pe See Pe hae 
[So O26 9G a 
Le Deer 4 Sg ae 
ae Dae. - a 
Pa na 2 Sony 
ey oe ee ete Ps 


8) GREGG SHORTHAND 531 
BO eS 


ee en oo 


iad jn ieee, ee ee, a ) 
ee es a 


aoe GREGG SHORTHAND [VIE 


ieee Boo BO a, RG 
eos See BE Wg pee 


a 
ae 
Se 
ee eee Ace 
Se On net 
es a 4 
Be moe Le 
ee ery 
o ——— ee, 
ge be wae 7 
roe ee 5 


aa ° PIs 
aes 
si ZX A es Speke 


334 GREGG SHORTHAND [VIII 
ASSIGNMENT 44 


213. Drill on Previous Assignments 


214. Any unimportant word may be omitted where the 
sense requires its restoration in transcribing. 


Yo Gen = Oe ee 
OF. Ce age 
Ce ae ay eae gE Bae ee” 


ea eae 7 ans ae 
Fa ee ae 


44) GREGG SHORTHAND’ _ 335 


Ea a) ee, Gre fe 
i, Se ee ee ie 


ee oO eee e ‘< <a ee 

i a ‘ Vee aN 

sas ee ae ee ee 

ek <== CC. e+-~6 % es 

—_ yg ee 
} Fe ees ad a ee 


336 GREGG SHOKTHAN D [VII 
Be Rae or eee ee 
ere cae ce 
ee ee ya 
PONE ee ee a 
Denia aaa ee ae aa 
gy ee Se 
Bui 2a ere rae 
(fs 0 2s Qf 
ao ee Be 
ee tain Camm 2a ee A) 
ee ae 


338 GREGG SHOK De AND [VIII 


BAe hey a eee 
segs 7? ZO are 


as ee a ee 
ie Pee Fa 


45]____SGREGG SHORTHAND _339 


ASSIGNMENT 45 


216. Drill on Previous Assignments 


217. Special Forms 


a = 
Be Seg 


218. Reading and Writing Exercise 


ee 


i Se ee 
ate fae 
eg ees gee ae 

Ee eee 
POG) Nema ee = 


342 GREGG SHORTHAND [VI 
e Se anes roy 
ig Ge 7 
—o ee tee Re Pe noe, 

ee ee ee 
ee oe ee 
eg eo, 42 YS) 
ee ee a 
ase Se ee 
Sa eee Ge VO 
ee ee ee 
Se 2 eee 
AD MG a 
he 
CO en 
Poa eens: 


45] GREGG SHORTHAND 343 
ae (ee 


Pi ee ee a ee 

= ee 

Cee? MDE 
Ee? 

— ea 


zs 


Cri A Pl aR gle 


ASSIGNMENT 46 
219. Drill on Previous Assignments 
Ce ae ee 
ee CE, ae 
eatin Sy ne Oe te yee 
220. Special Forms 


221. Special Forms Similar to Longhand Abbrevia- 
ie ae 


gaa - 


46] GREGG SHORTHAND 345 


222. Reading and Writing Exercise 
A Trip to Mexico 
(<a 
ea ee ee eee 


A gc oc ga ay oe aie 


—, 
Vie Pee ee ee 
Meee ee ee 


Se ae ae ge Ae 
ey pe ive 
ee 


a ee Se ee ae ee Ie 
Ca ee ae ee ee 
gO ee a Bes) 
yan ie: Po OO Ge 2 
ee ON ny Le, 
ee ee 
SG eee ae het a SP 
Oe EE 
2 fe 
NEE Ay sc a ee 


A ® 


348 GREGG SFO Rien [IX 


os i a a es 
Be eee 
SS ee es pee 


47]___ GREGG SHORTHAND 34s 
ASSIGNMENT 47 


223. Drill on Previous Assignments 


ee i 2 


224. Many long words may be abbreviated by dropping the 
terminations. This principle is already familiar in longhand, 
as Rev. for Reverend; Phila. for Philadelphia. The extent to 
which this abbreviating principle may be applied depends 
upon the familiarity of the writer with the words and subject 
matter. 


Bits a7 * 


350 GREGG SHOKTHAND [IX 


226. Reading and Writing Exercise 


Fee Pon a CB eh) 


47] GREGG SHORTHAND 


551 


47] GREGG SHORTHAND 353 


gO gee 
Cee Ae) ee Oa 
GS a ie ae ME A, 
Ue Oa ee oe oe 

ees 
a ee Gib sertg 
Ey ee a ee 
Oey 2 Ce 
SEL.) f—- Z re 
2 ag wee a 
ee 
Re ee er LO 
ee 
ee ee ft 


ee a 


354 GREGG SHORTHAND be. 


ASSIGNMENT 48 


Zo : : ; 
227. Drill on Previous Assignments 


Y 228. Further Examples of the Abbreviating Prin- 
ciple 


(fat tC 


Pe ee ay eee 
3) pe 


229. The vowel is omitted in the terminations t/t1on, tation, 
dition, dation, nition, nation, mission, mation. 


an Og 


48 | GREGG SHOKRTHAN D oe5 


230. Reading and Writing Exercise 


‘TIMEPIECES 


ee. See fh oe, 
Le Re EE hee 
ee es es ae 
ee, A 
Se ag Mg SP A 
ee ee ay 


Le 


Li 2 ee. 


ee 
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eee a 


By) 


20 = aa 
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ASSIGNMENT 49 
231. Drill on Previous Assignments 
an a aie ae 


232.. Special Forms 


a 
233. Brief-Form Derivatives 

~ VS EC 
Ever-y: oA wa ae 7 y, if 7 sl 
Here: aay ee 
There: fF a oe ee aie 
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234. Reading and Writing Exercise 


SO Of eee 
p GRE 

ee Be see oes 
eee i oe seen tee 


ie Bie — Bas — —7Z 7 x Pe 


[49 GREGG? SHORT HAND 361 
ellen aa ae 
oT UE a ee 
a) ae 
er ea es Se a Eee 
ee — 7 
7 er Bd Bee 
a 
mr 7) 5 


ee ee 
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Ba ee eee fJ- 
ee ee ay 

2a ee 2 ye yi oe ZA TE 

ogee aE ee a: ? Grae 


Be 
Oy 


a ——o° <= —¢ * 


Pe ee el: 


Le PE : 
aaa My AN pee Mra a 


Se Ce ae ar 
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6 AGI oe rer 6 
ca ee Seger ee 
| es aie ey Me oe 
ane 5 a a 2M 


364 GREGG SHORTHAND [IX 
ASSIGNMENT 50 


235. Drill on Previous Assignments 


Sa a 


eee. Z as Fe —_ —-% 


236. Brief-Form Derivatives. (Continued.) 


W here: Gane 4 a eA 74" aQ- Qe ~~ 
aS) ay > 
aaa eae 


Some: pe 


Wis ger tee anaes 


ao 


237. Quantities and Measurements 
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238. Reading and Writing Exercise 


gp) a ene 
RE ge 
ce CP ee ey 
Paes Vee Vere ia 
Sie ae ayes Ue 2 
Aw ge Bhib ree 
ln 2 ae ee eee Ss Le 
) S (ae ee a 
Tie Ps ae Uf aes 2 
ee 


366 GREGG SHORTHAND [IX 
eo ee ee ee re ae 
oy oT aA tie 
oe Fy IK Lee 


AaA~ Cs \ Ly 


50] GREGG SHORTHAND 367 


ee as 


me 


Oe a 

CERT Ie ee 
a, ee ea 
ee ee ee 


368 GREGG SHORTHAND [IX 


ee Me a oa ty a 
ap ee 
UC ROE NS aaa 
Le 
Ge Ge 


ee 6 a 
STS te 


2) Py a 
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ASSIGNMENT 51 


239. Drill on Previous Assignments 


240. The s for cents is placed in the position ordinarily oc 
cupied by the small figures used to express cents. 


SO 
Gene ed Se 


241. Special Forms 
ja oh Ee Vie f eae ee 7 ae a 


370 GREGG SHORTAAND [IX 


242. Reading and Writing Exercise 


51] GREGG SHOKEAHAND Dia 


SS eee ee 


Bere Ae Ce ea 
ee 
(Oe A ee 
[ED ME” (OR 
SS amy) eee aie 
pt oly gt. eo mee 


Bie See adh 


Cee eG er 
/ Ge 
ee Soe 


7 
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POE = Oe 


GHA Tis Ry ae 


ASSIGNMENT 52 


243. Drill on Previous Assignments 


244, In forming the derivatives of words ending in ct, as in 
contact, a final or, er, ed, ive may be joined. 


Po, 


ae, 


245. The word done is expressed by the den blend in many 
phrases. 


sya GREGG SHOKTAHAND 37) 


246. In many phrases, the word than is expressed by n. 


247. The form for ws is often modified in phrases. 


248. In many phrases, department is expressed by a dis- 
joined d. 


ae 2 a Se oe 


249. Reading and Writing Exercise 
oe: rs ie. : io ae 
- ig Sasa 
ig boa yeean 
2. nee 
oe Ce ee oe nen 
oper LS 


Sf Ch ae ee EGNOS aon 


376 GREGG SHORTHAND [Xx 
a ee ee ee eee 


52] GREGG, SHORDAHAN D D1y 


Le 

BaP) as, eS 
ee ee 
POON eg Mia A) ee NO ee 
Dee en era 
Be Spies ine 

ee is oT eee 
pGee Cg a ae eee 
ia 
Gy ep ee 


a 
ae A 
yy aaa 
Cra ee A 2 
en ee ee Cay 7 
a 


hese me ee et 


. “~ 


Po ee ae. 
ene, ee Ge 


a ee 


52 | GREGG SHORTHAND 319 
— ney aoe es ti 


a 


Ga ee 
Se ee 


380 GREGG SHORTHAND hes 
ASSIGNMENT 53 


250. Drill on Previous Assignments 


fea > 

eR are (ier a 
Dae ern a a eae 
251. Special Phrases 


252. Many useful phrases may be formed by writing one 
character through another. 


Seal GREGG SHORTIAN D 381 


253. Reading and Writing Exercise 


Fe a ek 
ee 


ee ing ae 

ae ee re aa be 
ee ee 
A Pe ae ee ce 


382 GREGG SHORTHAND [Xx 
eas 2 ee aaa”, oy 


ee ee ee eee, o 


Soh GREGG SOK TAAND 383 


384 GREGG SHORTHAND [X 


Caw eK Da, / og MA, 
Da ee ee és 
Oe eee ia 


34] GREGG SHORTHAND __385 
ASSIGNMENT 54 


254. Drill on Previous Assignments 


| Se ane 
eee a 
MS oe 


nh amma coal 


255. Incl- 


ee ee 


256. -ciency 


ae 


386 GREGG SHORTHAND [X 


259. Circu- 
ee ane. ‘come e- =e —— . 
260. Intr- 


ae ee, a ee 
ee Wee Wee 


Reading and Writing Exercise 
261, ae e Rae & ye eZ, Gee 
ae aaa e Mee Te! ee G pee 
ie es r pe ee ae 


Ne ie ET 


Se te ge EG 


54| GREGG SHORTHAND 387 


Be a ee Ae ta eee 


te DI gre? 

262. ae ee 
ee 
5 cae” 
ee se A 
ee yy oe ee ee 
NPE ee © eo at ee, 


Ze 
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ee ey ae 
WeP Meee silk ae eae Ge ee 
ies ween 


390 GREGG, SiO KLAN [X 


ay ei ee ee ne 


Spal GREGG SHORTHAND 39] 
ASSIGNMENT 55 


266. Drill on Previous Assignments 


267. Inter- 
= =e a ( ae. a 
y 7 ar ee 
268. Distr- 
ae ee le lad ie 
Pee - 
vs 
269. Centr- 
Se ee ne ee a ee 
o Cae mags ag = 
/ 


392 GREGG SHORTHAND [X 


270. Short-, ship- 


Hod 3h / / / / Z, / 
/ Se 2 = o Ce 


Reading and Writing Exercise 


So he a) he 


\ 


394 GREGG SHOR TIAN D [Xx 
ase, th eye <a 
ae 


Spe te ae ee 


55] GREGG SHORTHAND 395 
a a el ethic eee 


eee fag howaS 
a ae eee oe 
2c 2a eS ON 
OR 5, ea 


Pe a, Sorae as 


mes Ae oe a 


56] GREGGr SHORTHAND Soi 
ASSIGNMENT 56 
276. Drill on Previous Assignments 
(ae - 
= co - xe co a _— 
Vee a Y tee! g Bo 
277. Under- 
a) ae au ae 


ee ee 
278. Over- 

ey ee ae 
279. Ager- 

oy eget 72.9 

280. Para- 

Oe ie eee a 


Ae 
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281. Contr- 


Reading and Writing Exercise 


A 
ZS2. eee 2 FO 


is pC FA 
ee a 
fa 2 Pee ir. 


ewe 
—e WOES Pe 
a. gee 
ee age 
ae 
fe CN 


ea a ae 
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se a ees a 


he 
eee SZ ee 


ee 2 Ce 
Ce ee ee a ee 
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PE Pe Re 
FO ea A ee Na 
ee fee, 


ee eee 


a ae 


284.(/ 7 a a— e 
a 
Bee (ae 


56] GREGG S20R THAN D 401 
eel ee wea. pia ee ye 
ae Yes ieee i 
Z CMe ag A ae a 
er ee ae rie y) 


287. SAFETY 


a Beir Yee a5 tg 
ao Sea 
ee See ee ae 


a aga ee. 


SH GREGG SHORTHAND 403 
ASSIGNMENT 57 


289. Drill on Previous oars 


291. -ward, -hood 
We ye ee: 
De ae a ae 
eae 
292. Trans- 

o- ao 


os 
St ad ier 


W 9 
~ 
a 
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293. Super-, supr- 
2) as Zz 2, z 5 5g 
294. -ure 


Poe ee oe FO 
eae OMe are 


295. -quire 
CO GF ZO. Ge— =e =¢o 


IN ht EE me 


Reading and Writing Exercise 


sie A ate ee 
se a gee oe oe 
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Dido Sia Oe are Was a a, 
Cae Uf ae KK tee ae 
ee — aye. a Ce 54 wali 
rs ae ae ae A 


298. FoLttow Our a PLAN 
ee ee Cue A we He te 
x Ge? Be A a Pee ee ew 4 


a 
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Pe en ee A ee 


= 
a ee piesa 
ee ae 
eae ae og 
Oo SP ia ee eS me 


ye eg 
we 


a, AS 


[i eee OP ae ee 


58] GREGG SHORTHAND 
; ASSIGNMENT 58 


302. Drill on Previous Assignments 


303; -ograph 
LD ae es eee 


J —, 


409 


/ ___eP as Zs —_—, et 


304. -cal, -cle 
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305. -sult 


ee eT lea er a, MLE BR ga tee 
306.-gram, -grim 


eae naa 


Reading and Writing Exercise 


58 | GREGG SHORTHAND 4ll 


oO ee <= ee 
ot a ee ge eee 
ee ee a, ee 
LG Cae eee ee ee 
LLNS AE ahs Ce eae 
ea eh 
a Be eee 
Boi. ae ere ae ea 
i ee oar 
ee Re ee 
v 5 ae CF ene, 
ag ee G 


wa ae a 


ee ae (eek! ee Pe 
—o CS ee a ae 


Ge Ce Bees Ma 
SOC Me ee ee Aan 


M7 yen Lee 
ay eis 
Oe ga ae 
ee ee ae is 
o 2 . | 
(Te a 
Side, ere 2 
' p oa ae ae 
= we | ee ee Le 
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PE DO a ge ge eee see 


Cae Fey ae 
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ASSIGNMENT 59 
312. Drill on Previous Assignments 
Ce ee eg a ile aed 
ee A Oe re 
Se ae oe os 


313. -spect 


Bay ees 


314. Electr- 
se a VA Sy Cee AQ, 


315. -city, -sity 


416 GREGG SHORTHAND [X 
316. -ual 

Oe get oes ee ae 
ee a 


Reading and Writing Exercise 


Mey, ey i een ey a 
Be ah oe a a Dat a 
eS Se ge 
Oe ee 
me eae os eae 
a ae Pe aa ee ee 
ns eae 
Da er ee Mees a 


epg ine 


aed Ce ee 
I ite y 
gis ers 


eT aaa TE 
Ee Bn ees 


ag ee ee ke 
aaa ra 3 
ee ae rie ae 


—= 
a 


a ee ee es 
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ee 
oe ee ae 
a a ee 
ME TR 0 ee 
BN a, ire EO ss ie fe os 
ee SU, 
Die ee Z, 
oe Pe ee 
0S ae ae 


PEGE) en Deel WS ae ne 
He SB (yee ae ee 


ee ae 
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Se eg ee a ee 
2 Vee Ee 7 a ee ee ee 
les iso ey Aa ae ee 
ee Core Ee 
ee Boel ieee: , Caries 
Pe os A Te 
ee a ae 
i ld ae a eae PP 007 
Gee Mame Ee pe ae 
a a ae Pn Le 
ee ae ee Py oo 
Se ee a ae 
Le ae if ( 


Aye ~ezk <7 <a YS 4 
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Ce a oe ee 2 7 
F =o s 
Dg at et ge 
a a ee 
elke BF Cee EY a oe Fae 
al Ba Oe ee ee 


CHa T ER. XL 


ASSIGNMENT 60 


321. Drill on Previous Assignments 
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324. -nity 
Or ties se L 


eae 
325. -lity 


Sa 


a ton ae SH 


2 
She FO Vas ioe a Ved 


~- 
pr ae ee 
Reading and Writing Exercise 


OA ee 


ee 


2 


Ee PB, | Oa ae ge ane 
eT Ne 


Se eee ee pig eae Pa 
a AP i a Man oe 
ee oe ee ne 
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a ee 
me eee ae a 
a ee a 
eee ee ee 


328. Do Enctosures Reatty Pay? 


ee 
Vee ee A ge 
bee eee ee 
ae Sa : Ce 


See a eran 


bee = oe 
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eee ee ee ee i ae 
ASSIGNMENT 61 


330. Drill on Previous Assignments 


331. Intel- 
= are aa Be 
332. Enter- 


-~ = = 
ee 


333. -pute, -putation 


See tee rt 


428 


GREGG HORT HAND [XI 


334. -cient 


a eee 


335. -fication 


ee ree ; 


Reading and Writing Exercise 


ce mae 
EMRE SE Ses) 
OD FOSS 


i ars Mer ee 


Sy ae 3 


61] GREGG SHORTHAND 


ee ea TO 


in “, 


pee 


430 CREGG SHOR TE Ane) [XI 


338. Tue Postar SERVICE 


eee a: a eto we 
pe OE Aa 
Ae ae i Aer yelt 


GREGG SHORTHAND 


431 


432___—<GREGG SHORTHAND _ [XI 


Tesh, 2, ohare aia 
ee ee ee 


ek : ee a) 


ia BPE BO RE ce as 
ade en C 


e a ae <a 


ay ee ee 


62] GREGG SHORTHAND 433 
ee ge IN 
ASSIGNMENT 62 


339. Drill on Previous Assignments 


340. Detr 
aan ee a pe 
ES a 


341. -scribe, -scription 
ee ee a Sn es ee 


a4 GREGG SHOR HAND [XI 


342. -pire 


ree ec * es 


Reading and Writing Exercise 


436s GREGG SHORTHAND _[XI 


ee ee ee ve 2 es, 


438 GREGG SHORTHAND [XI 
ASSIGNMENT 63 


346. Drill on Previous Assignments 


ee 


348. -tic, -tical, -tically 
; is 

ewe a7: me ate 
“gorge KH, a, ae 


ae . 
yee 7 


63] GREGG CHOK | PAWND 439 
349. Multi- 

ae a 

350. -ulate 

Se a of vA 

2 eae a ee 
POR oe av EEG 


me pe ee eens 


Eo a ae Mey a ee 


xe Sa ee 
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Se a ee ed 
eG Gran, 
ee ee ee 
ee Ae ah 2) 
Bee ee ee 
(A OR SS 5S UE aa me eae 
Ue ee ee 
ee ee ee 
nt BY (ote 
Ce SO ee eee 
Bi a A ag ee 
at gree cee ee 
Pe A Pa ee 
Ie Rae, 
A520 ae Ga 


Petey deals 
Ck i I ee 


63] GREGG SHOKTHAND 441 


iy ee nag EO ye 
a 2 Se ae 
Seer Oe Eg 
SS a eae ee 
ee x. 


Se et ee 


52 eee 


aE. 
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aa iia tae a2 eae 


aS 
Ea a a See 
en ee ee 
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ASSIGNMENT 64 


354. Drill on Previous Assignments 


64] GREGG SHORTHAND 445 
357. Constr- 


‘aa aeabe 


358. Instr- 


Se 
pee ee oe 


v7 _ : — —_7 = =z ta 
es = i 
eee ae SS —— ae 


Reading and Writing Exercise 


359, / . Cm ad pee agit ary ee. oe ae 
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# ga ee? 


Pe Ta ee 
i ee ee = 
2 ond ie tS an De 
Ce mes oe ete eee 
= ae ee eg Fens 
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De Ce ee 
a 


ee 
Z TFS 
aa C= 
| SSS i 
ii ls a eee 
ae ae 
Se go ee 
a ey ee 
es oe 
me eee ha oe 


(a Be ae 


he gS yaa oe ; Lok? 


o/0 og Sack 


GC 2A ee i, 
57 
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ae) ‘e 7 ay eae 3 Cm 
Cae 


363. Business STATIONERY 


Ca Ae ee aoe 
os fe Ge ee ae ee oe 
— 2 Ake oor 
pastes WO A 227 C= 
a pee SS a ee bow -e 
es Fe net net ae NOR 
et 
a = i oe eee 9 
Roots 
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ASSIGNMENT 65 


364. Drill on Previous Assignments 


[XI 


65] 
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366. -nment 


ia 


ee aaa 


(gis 


i 
367. Counter- 
pete i ie 


aay 


— 


= yan 
eae 7) 

368. Grand- 

eo See 
aN a aN AI 


369. Mac, magn- 


ee se 


Vv 
Readi 


—— 


a ee a 


ng and Writing Exercise 


370. — “¢ oe ae 
) = a oe ae 
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ee ee eee £2 
Bn 7 = eee, Se. = 
Oa = i al aca POE Os 


454 GREGG SHORTHAND [XI 
373. SELF-CONTROL 


o LD Gate 
ee 
Te 


of A Se: 
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ASSIGNMENT 66 


374. Drill on Previous Assignments 


375. Extr-, excl- 


? g > 9 2: a) 


tlie Be 
ee 


2 


e 

SS 
2 
ZL 


eee 
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a7 
376. Decl- 
377. -mental 
a= ee —_ oOo — a= 
378. logy, -logical 
MG a 6 ere 
S a To De RU 8 es 
Reading and Writing Exercise 
379 a ee E es es ape om 


Ge a Gee oo 
eg ae ae 
BG ee ee 

Mee ee 


a 28 io ° Ca NE oy oe oe) 


381. Business Dress 


By oy 
Chee 


age — 
ee ee One ee. 


Po eee ee 
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ASSIGNMENT 67 


382. Drill on Previous Assignments 


Ca, ee 


383. -flect, -flict 


wae hee, 


co 
me 
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384. -mity 


eles ay Dy) wor 


385. -gency 


lol ory 


386. Susp-, suscep- 


i Pe wa if 
ee 7 A 


387. Circum- 


(A a (S 
Ce as cee vi vA D 
Reading and Writing Exercise 


aa 
i 
Ol. ia en 2 


Pave ie ae 
Ae ee ee 
PE / 


Vee ME AO 
Ss 


ee esse 
ae «ae 


5 a ee og 


a. = > es pr Om Cae. 
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Za 


eg) ne 


Oe a a Ba 


ay ee ne fete 


ier PE a aN 88 
ee ee es 
SO fm Ge nee. 
ea ort ere ee 
ee ee 
Bey ee ee ee 
i MON Ae pe 
ee eS ee ee a es, 


CO aN ears marae ——— 


391. LeaApDERSHIP 


ae! be me) i ee, Aes, LA) ee 


ge et hag” 
ON ae 
PO ee 
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Oe i Ce a 
Gi aa eet cre ee ae 
ey et = A ON ee 
wee FS Me 
Eee oe oc et ee eae 
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ASSIGNMENT 68 


392. Drill on Previous Assignments 


vi ee, ves ae ey ss oe 

? y eae a, oe oe, 
Comes ey = die a ae 
Tae ens 6 oe 
i eas a ee eae as ea 43 


a Pd 8 a bee 5 es 
a us: ae (Se ea / o/ 
393. Ant 


394. -egraph 
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395. Recl- 


Tels Te, Gees Vamenta 


= 
396. Retr- Pas 
at, Ek =a) eke Meanie 
397. Restr- ee 
ae ae ee ee 


Reading and Writing Exercise 

By Cady we ee A 
ee ee ee ES ee ug) en 
Ce ee Pe 
Ban nya cide) a ee 
ee tay MO re 
| ee ee ee 
ae eee oi wow Kh Cae Ae ev? 
RD ESE Se 
é a a 


NO = i 
; ae ae 
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oe Oe taae 


Pat ee “Ce F aes ee 
et eae eee FO 
ZOF 
ae Sy oD Oe ss Ce ira & Q 
7 


GREGG SHORTHAND 


473 


a4 ___ GREGG SHORTHAND _ [XI 
ee a Oe 


Ce Ca eee 


(OMe We'd ai he a 


ASSIGNMENT 69 


403. Drill on Previous Assignments 


404. States and Territories. The abbreviations used in 
the following list are those adopted by the Post Office Depart- 
ment: 


Conn. a Hawaii Gg 


Ala. ome, 

Pilaskal nO. ues Dell as Idaho rae 
Ariz, Oe Gym Ill. ae: 
Ark, a5 Fla Co Ind ea 
Gi oes HCH 5 lowa 


Colo; “=e Guam ae re Kans. = 


476 


405. Principal Cities of the United States. 


GREGG SHORTHAND 


——- 


c 
7 


WN: Bs 

N. J 

IN, Mex, eae 
lin | eel Oe 
N, Go? =2-e2 
N. Dak: ene 
Ohio ¢Y 
Okla, 2a 22 
Oreg. <2 

Ra a 

Px Co 
PoR lias 


all 


RT. Ler 
Sa. 2-Q- 
S$... Dak. pees 
Tenn. 
Dex: Ze 
Utah Pd 


Wash’ 7 
W. Va. , 
Wis. Ze 
Wyo. Ase 


The fol- 


lowing names of cities are arranged in the order of their 
population: 
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New York --— New Orleans _2,;New Haven a 
Chicago o> Cincinnati 23 Fort Worth Va 
Philadelphia -2_2 Kansas City — ze Miami —,— 
Los Angeles ——¥, Seattle 7 Des Moines ri 
Detroit “a Indianapolis Ect Salt Lake City 


Cleveland ies d St. Paul (Oe Yonkers ee 
St, Lous 9° Jersey City Albany a 


Baltimore a Rochester 7 San ae 


Boston is Toledo. = New Bedford ee 


Pittsburgh 4 Columbus—e———- Lowell —_< 
San Francisco FP] Denver ie: Reading ed 
Buffalo ie Atlanta 2 Duluth you 
Washington 7% Omaha <—, Elizabeth 
Milwaukee —-e_— San Antonio Yo Canton ee oe 


Newark —«— Syracuse —2' El Paso ae 


Minneapolis 


7@ Richmond ncn fee 
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Reading and Writing Exercise 


pape en 


Pee Ak, oe 

— + -@> 
y, 

DS eee es 

? 

Ne ae 

See ee et, eee 
= Zs 

ee Ee 


a ey a ae ee 
ee 


(ae 
407. SHORTHAND 
a EN ee 
TN GE eae, 


Wi BOD ee 


et Ce 
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ASSIGNMENT 70 
408. Drill on Previous Assignments. 
ee oe 
oF “a alk 
el ae ates ge a 
o) 


409. The terminations burg, ville, field, port may generally 
be expressed by the first letter, joined or disjoined as con- 
venient; ford, by fd; ington, by a disjoined tn; and ingham, 


= 


era 


by a disjoined m: 
Harrisburg 
Petersburg a 
Fitchburg 
Newburgh ( — 


Danville ei ( 


Zanesville 


Evansville 4 


Knoxville 


De 


Pittsfield i, Rockford —— 
Greenheld > Milford a 


Plainfield SS Kensington ey 


Davenport G Arlington @+«~— 7 
Birmingham ( = 


Nottingham 


Oxford 


Newport 


we 


Shreveport o 


is 


as 
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Nore: A distinction between ton and town is made as 
follows: 


Johnston Johnstown Charleston Charlestown 


Ss ee any eae ae Stet 


410. The names of cities and states often may be joined: 


Buffalo, we St. Louis, © aa ae eS 
N.Y. Mo. 

Ser aul Ee Rochester, 
Minn. Ney. wa 

Boston, (See Baltimore, an: 
Mass. Md. 


Detroit, Ca) Memphis, 
Mich. a ae 


ee Louisville, 
Ky. 7 
Denver ure Minneapolis, 
Minn. Se noe 


Chicago, 
Ill. 


Colo. 


Washington, ge 
Dae: 


Omaha, 
Nebr. 


484 GREGG SHORTHAND [XI] 


411. When the words “State of” precede the name of a 
state, omit of and join the words, if convenient: 


State of N. Y. moat te State of Mass. age 


State of Nebr. rh State of Pa. 4 
State of IIl. , eel State of La. Peas 


State of N. J. af State of Ga. ZF 


State of Miss. »7 7 State of Minn. 7 


Reading and Writing Exercise 
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ee ai a 
pee : 


ae ae 2-9 —>5 bs 
oi ae Os. ns ee 
he ee ae ae 
Vee Dat ee th 
ae ee i 5 ge 
eae a eee od, 
i ge ee be a 


486 GREGG SHORTHAND —_(Kil 
O 

i ae See ae ae 

hinge ay sees 0 


413. — a ee Se mm 


7 ae ee oe 


eames pee ee 


Pe Ie ne ee 
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a (ae A ee ee 
ee ag = 220, 2 fe Dy ee 
Fe 5) ns a ee 
JS ee hide 
anaa xe 

nse ae mee a 
Se ios ee 2 7 on 


i ay neg) i 
nee ge fe Se 


70] 
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ASSIGNMENT 71 
414. Phrase Drill 
SMX x xv AY of Moff 
Le te Clee yee 


415. Brief-Form Drill 


Pepto d ene ee 


a, Eee ge ee a ee ge ee 
Gl ase ee 
wea ee 


Reading and Writing Exercise 


416. 490 eS a 2 Ee 
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Sy ane are 
eae a pO ry 
VA ne on ee 
Dae RY ae ae ae ee 
pemee 7 ha? 


Het Sh ws. 


eS ee 
ee ae pea oy 
see: : ae ae 
y as ee ee 
Mae ee ee 
ee a ee ee ee 
Pas 5 ee 
GE? oy, a oe 
oe 


ay es) D5, 
Uae eS “A 


Ve ee IO) 
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ee ae ee eee a ke ee 
ee ee 
ye 
CO 
ee eee ee EM Ae ee 
oy ey a r of CEE 2G 
ee Co Ee 

At fee Ee EA 
a 


De ee aaa Be 


AEE N= a Ee 
ee 


ie Oe re ra 
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EN MOND Oe cay eh a 
Leia, Movies, 


A Be 5 


ee ee va 
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ASSIGNMENT 72 
418. Phrase Drill 
We era gee 
Ba PE ae 


419. Brief-Form Drill 


oe 
Cee Oe eg a ay 
Zz. ND no 


Reading and Writing Exercise 


494 GREGG SHOKTAHAND [XII 


o—- 4 _e Biss eee ee ee 
eh Cet es 
le oe a 


9 og ee 4 


ee eee OT a ee 

aie ARM ee eae 
we % oi ee eae 
BAe ay eee fae ae ee 
Rey oe oes ee 
bo ee 

gies ne. 


ae a ee 
421. i ee 


eee ae wey 
Veet ee eee 
ee ee aad eae ae Cee 
De a eee ee ee 


ee Far Ky HS 


ae AS one ali 
ye Sa 
ae St Sage 
—p ~ —7 eee ee ee 
Ue ee ee Oe ee 
La ee et eS 


iG ee FR es pe 
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RS ee a ee ee 
Vee Wile SRE e ORS: Ue es 


498 GREGG SHORT AND Pert 


awe eae 
i ony 


TS CE ee ene ee ee Cy 
ee aie, (te A es ee ee 


Pe oe ey ee 


te es 
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ASSIGNMENT 73 


427. Phrase Drill 

eee ar ig 
ge en 
428, Brief-Form Drill 

: AOR eee Oe Fade aa 


ae ree vy / oe 
2 he re EI gi a a 


Reading and Writing Exercise 


429. a ae DELS eae 
Ps EEO Ee 7 a 


See ae ene 
ee Ce a ne 
ED de es ee a ee 
ww 4/7 DO ee 
a a ee ee 5 a ne, Soe 


Se rr a Oe ere mn, 


es pa, Ae ee Dee bee 


ers ae 


e 


aS 2 ee Pa 
a ae | 

431, Opa ee ae 
es 
ee es Men | 


432, Coe 


ie eee JO gees Ms 
a ee 
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ge ie ks Se ne 
Ore Oe! 
ee ee ie 

eee at kd 

pe 

ey ee a ne ee oe 

a me Allene) 


Me <4 Oe Ee 2 
Bi) anc ae DE oie eee 


a a a 


ey eee 


a pis 1 pe Sas eee Cee 
a Z Cin ale a ae Ce POO 
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ASSIGNMENT 74 


434. Phrase Drill 


ape 


Bos Cpe eG Pe EO a Se 


ie aes 


435. Special-Form Drill 


EE 2 ee 


a 
Oo Fe ee 


v — aan Ce aa ZEA) Ba) 


Reading and Writing Exercise 


“36. ae a P 
Seis a a 


506 GEEGG SILOK Pa AND [XII 


PT ta ee ieee 


74| GREGG SHORTHAND 507 
a ee OU 


oo Sa ee a ee 
Lo a ee me ee 
pare: to ee. 
Sr ee ee 
Oe ee ee ee 
REIN i) iP eatin 
Oo ee a 
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ASSIGNMENT 75 


438. Phrase Drill 


439, Brief-Form Drill 


i ee oe 
7 ee ie 2 

ee ie pune 
(BHO) POh GP ZT a ae A a 


= 
Ye 


ee ne a Pee a ae 


510 


GREGG SHORTHAND [XII 
Reading and Writing Exercise 
440. ae ee ES es 


oe GREGG SHORTHAND [XII 


441. How Lone? 


is 
] GREGG SHORTHAND DIS 


i eR Ie ee ile a 
oe lala ead Shih 
er ceed 


Ge) go 
— 2 


a= Pak cc A 
el eee 


514 GREGG SHOUKIITAND [XII 


ASSIGNMENT 76 


442. Phrase Drill 


pee ee gi iigins a 
eee Gee ee 


PCy Fe wae 
ie Sa aK. - 


443. Special-Form Drill 


sie Bags a aa 


Reading and Writing Exercise 


Fp ee 


76 GREGG SHORTHAND 


en 
92 Sie £ oe oe, 2, 


ae 


515 


ME is, Se ein 
Oe ee Oe ca eae 
2 ee ae! ee ae 


Re eae 


a ae ne C 


DE aT ne NE Se 
ez ee Lom 
ea ae ore aoe 
ey AE eh 
Eo es 
ie OS 
ea a ee 
: ele me 6 


445. Coe ye 
Gene at Aen erne B.) 
ie Mae 
eee a 7 
noms Ss ee 


ee eo eee 


Pa ane pe 
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A OS fae a a 
Pe ee ee ee 


520 GREGG SHORTHAND [ XII 
ASSIGNMENT 77 


449. Phrase Drill 


Geode 
WY WA 
es CRC 


a a re ees 
Le oe 


eA GIG G wilOR HAND 21 


Reading and Writing Exercise 


Sie ae ae aoe 

we Gt Oe 

a. 

Ae Lee OY a et ee Re 

a a rn ae ae 

ys nie we 
Mires) ae De ao 


a Ma ae a ae = 


S22 GKEGG SHORTHAND [XII 


Lease CA ool aoe 


Se ey pce ee 


454. Tue Practice THat Makes PErrFecr 


phe cs er rae as, 
Pe 


Ge Cl He 7 Fo - 
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io Om) Be Fae 
ae 


gt Ce ae A I 
ee ee ee 


oie eS 
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My GREGG SHORTHAND _525 


fmf Le aaa 


a ne ee ee 


526 GREGG SHOKTHAND 


(XII 
AssicneEnt 78 

455. Drill on Previous Assignments 

(A a 
ee ee CoS 
Be Gh Ee 4 
= ier, a An ee oe 
ie ea ee Ge 
oP ae, Oe 


(a 


528 GREGG SHORTHAND [XH 
ee eae: ae, Bees ve 
ae ee ee ie a a 
ee game 
Jes 


LP Cae er ey 
ee ¢ ae nr: 


leas Fe ee 
Be es Ke nr fA 
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ee eee Coa 
eee ee one = 
ee I 
OD 1 ee 
oes, eee 3? eet Cee eee 
gee ae as a et eer ? 
ee gee eee | 
One ae vi DS 
Be ee 6 a i oe 
ee, Fp aa Ro 2 OE 
a CO RS 
4% Yee Re, D>. oe LI a2 
pe Ae Ae oo as 
ee ae a 


yh 


aoe GREGG SHORTHAND [ XII 


ASSIGNMENT 79 


467. Drill on Previous Assignments 


ves 
ee at vas ee o >. 


Reading and Writing Exercise 


SN eo Be eet 
(Te a ee 
ee ee 
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re og ae a 

AT2. , 2 ae ee ae 
Cs) ey ee ee eee 
Nog ae Ce ee 
yp Me ee 
eo a oe ee 
BWV eter ne ee 
Se ee ee a ee ee 
ae a 
ia ae : fee 
ee ae 


473.» 2 pea.) shed 
/- SSeS PS ae, i eae 


Bie fe gl 
ee aan eS 


79 | GREGG SHORTHAND D> 
je ee Ae ea 

Se ee ee 
a ae Sa ne tr 


ee ge ea 2—- x 


ie Pans. Po ae 
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So a 


475. GeEtTryspurc ADDRESS 


GREGG SHOR PH AND [XI] 


on Gee Ses ators eee 


ae (7 a aa: 

ee A 

See. ee es ee 

ee 

Ts ee eee 
/ 
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ASSIGNMENT 80 
477. Drill on Previous Assignments 
a eo cai 
(age i ee 
478. Brief-Form Drill 
7 a { 7 é 
Tb Gem Gh- 
ee, 


Reading and Writing Exercise 


Sn, Oe ee 


ey (a 


oe co) 


484. C/ eS a ae 


GREGG SHORTHAND Sn) 


80] 


—Callisthenes 
Used by permission of Selfridge and Company, Ltd., London. 


81] GREGG SHORTHAND 545 
Sp ee eee aS, 
ASSIGNMENT 8] 


486. Drill on Previous Assignments 


546 GREGG SHORTHAND [XII 


Reading and Writing Exercise 


eS ee 


1S Ga ae ee 
iS) gehen, 


a, ONES ee 0) ae 
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Se ee ee 
gre ae eee aoe ee 
—s: A meee Gee 
ee oo eh 
i 
dE Aa SE tae ee 
493, Tue Secret Biottinc Pap 


a Gi Fy ia a es . 


yes pe Te Mn Ihe en 
ee i Z 
ee re = 


ey A 


552 GREGG SHOKTAAND [XII 
ASSIGNMENT 82 

494. Drill on Previous Assignments 

ee ee ae 

= ae —_ rs —«—< Be 

ad ae 7 Z Pe a ee 

Bs ee ts 


sa era age 


Qa 


me. 
C 

CAG Sera 0S Sree 

Eg ee ly ae ee 


Reading and Writing Exercise 


i ar ee Ba OS ae 


ee) eS See ee Lex ey 


WE i ct aes fe 
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eee re 


aa ae — Vv ee Ta ye 
Fo ee yD ee <a x 
Cy 7 ae ye ne 


: ND 


ee 
ce See nas 


oa 


oe ae ; 
G pe 


a ey aan ae Me es 
eee ge 


prvi guea tk 
od ee ss 
eS ae ani 
Be Ni \ 4 ee | 

© eae 
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a 
ee Oe Poe ee ae ee 


Lefer ae (Cig tee Cc 
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502. Phrase Drill 
A iy Pee 
te ee ee ey, 
ee ae ce 
en aa 
OSAKA 
ee. oe ae 
appr oe 


Reading and Writing Exercise 


Hes jee cong ae a, ee 


GREGG SHORTHAND 259 


83] 
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Transcript of Shorthand 


CHAP TER Vv LU 


ASSIGNMENT 40 


196.1 do not believe, they don’t, you do not, to make, it 
may be, at any, at any time, what to do, in due course, I had, 
you had, who had, it was not, I was not, it is not, it wasn’t, 
he is not, which is not, 1 am not, sending, unofficial, coming, 
recourse, discourse. 

197. (a) Best, rest, test, contest, protest, invest, honest, re- 
quest, past, last, just, adjust, insist, consist, persist, exist, cost. 

(6) Act, enact, fact, exact, project, affect, conduct, 
product, adapt, adopt, evident, student, highest, earliest. 

198. Lost, east, fast, cast, vast, least, dust, taste, missed, 
mixed, post, coast, worst, distant, intent, content, extent, 
patent. 


199. Reading and Writing Exercise 
CHOICEs 


Life consists of choices. We must face the fact that we 
must forget the past and decide whether we shall build our 
lives’ on the highest and finest things or whether we are 
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going to be content to be drifters. 

Many honest and* well-meaning people persist in being 
drifters. They fail to realize the fact that they have their 
lives before them* and that the things they do now and the 
friends they select will affect their future. 

There will always be two types of* individuals in this world. 
There will be those who sail and those who drift. The drift- 
ers insist that they are content and? it is evident by their con- 
duct that they will not accomplish anything useful. They are 
not the people who® undertake the biggest projects. The 
man who sails knows exactly what to do and knows how to 
adapt himself to’ every situation. He may come in contact 
with difficult problems; he may be put to many tests that* 
will try his patience, but he will keep on trying. 

Isn’t it a fact that we can accomplish many things if we’ 
will just do our very best from day to day and invest the 
necessary time and effort? 

An incident occurred” in our school last fall that caused 
me to think about this matter very seriously. A girl came 
back to school” and enrolled as a student and was determined 
to finish her education. She is starting her second year” of 
work after having been out of school for exactly ten years. 
For most of us it would be rather difficult’ to adjust ourselves 
to this new situation and do our best work. The girl’s 
guardians insisted that she leave" school, and although this 
seemed to be an unjust request, she yielded without protest. 

She has convinced them now, though, that” an education 
is necessary and she is returning to school. She is a charming 
girl and very modest." It would have been an easy task for 
her to drift, but I am sure she was justified in returning to 
school.” She says she will not rest until she has gone through 
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college. She realizes that a college education will’® cost money 
but whatever it costs it will be a good investment. Here is a 
girl who is not content to drift.” 

I know another girl who acts as though she did not care 
to finish school and was going just because her parents” 
requested her to. The girl could be a very good student, but 
she has little use for school. The decision she” makes now 
will affect her whole future life. 

The world today owes no man a living. It is up to every” 
individual to do the best he can. He must choose a goal and 
never rest until he reaches it. (457 standard words) 

Gentlemen: Paper and ink are two lifeless mediums as 
they lie on the printer’s shelves. But bring them together’ 
through the medium of the printing press and you can touch 
the emotions of millions of human beings. You can’-delight 
the eye with any or all the shades of the rainbow or portray 
the black of night sprinkled with thousands of? stars. 

Your business message can be just a lifeless piece of paper 
or it can be a good-looking piece of printing’—and printing 
good-looking advertising pieces is our specialty. 

We know how to bring paper and ink together’ through 
the skillful use of type faces so as to give your sales message 
such a form that it will attract attention.® 

Our direct-mail advertising service is complete. We out- 
line the plans of your campaign, furnish you with’ suggested 
layouts, or, if you wish, we write the copy for your various 
mailing pieces. A sample of our work® is enclosed. Every- 
thing will be handled and produced by us complete. 

We shall be glad to supply you with further’ details upon 
request. Yours truly, (166 standard words) 
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ASSIGNMENT 4] 


200. Few minutes, years ago, I want, I hope to hear, I hope 
you can, give him, I am sure, I feel sure, you were, we were, 
be sure, day or two ago, early reply, at an early date, do you 
want, I am sorry. 

201. Doctrine, emphasize-emphasis, energy, English, en- 
title, estate, exchange, execute, exercise, familiar, fault, for- 


tune, freight, fulfll, glorious, God. 
202. Reading and Writing Exercise 
Waste Lanp 


On every continent in this world there exist vast tracts of 
what we call waste land. By waste land we mean places’ 
that are not adapted to the growing of grain products on 
which man could exist. There has been in the past a good’ 
deal of this worthless land in the west. 

Even though these lands are unsuitable for farming they 
contain much wealth in® the form of minerals. I know sev- 
eral farmers who thought their ground was worthless but 
then they discovered gold. What* a glorious sensation they 
got when they handled the metal!’ Right then they began to 
worry about the best” ways of packing the gold for the freight 
train. Many farmers made a fortune in this way. In the 
western part of this’ country there are a number of barren but 
very valuable tracts of land. Though no farm products can 
be grown’ there the land yields much gold and other precious 
metals. 


This country is unfortunate for the great many swamp 
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lands* which are of no value to anybody. The time will come 
when we shall need that land badly and someone will’ dis- 
cover how to get rid of the excess water. When this is ac- 
complished, it will be no trick to change this waste land” into 
valuable farming soil. (206 standard words) 

Dear Sir: I am sure I cannot emphasize too strongly the 
importance cf a good English background. A business’ man 
must exercise the greatest care in writing letters. He must 
be familiar with the proper use of business” terms so that no 
possible fault can be found with the letter. 

The man who has had special training in business English’ 
is indeed fortunate. The man who has had training in our 
organization is doubly fortunate because’ he has had the 
advantage of studying under men whose work has entitled 
them to a high place in the’ business world. These men have 
a good deal of energy and their wide experience makes them 
ideal teachers. 

The textbook® used in our course is written by the head 
of our English department, who is well equipped to speak 
on business’ forms and doctrines. The English exercises have 
been planned so as to give the student the greatest oppor- 
tunity® to do creative work. 

Very often students who have studied elsewhere have other 
English textbooks, and therefore’ do not care to spend any 
more money on new books. In cases like these, we are glad 
to make an exchange so” as to save the student further ex- 
pense. 

Our school, as you know, is in the beautiful grounds of 
an old estate that once belonged to an army officer who was 
executed in the last war. 

As I said, a business man cannot” place too much emphasis 
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on English—and what a glorious feeling he has when his 
letters go out correct’® in every detail! Come in and talk 
with us about our English course. Yours truly, (275 stand- 
ard words) 

Dear Sir: This letter will confirm our telephone conversa- 
tion of yesterday. We shall be glad to have you send’ the 
books by freight if they will get here in good shape so that 
they may be resold as new. You will be given full credit’ 
for these books and we shall inform our bookkeeper to that 
effect. 

If the dealer exercises good care in handling* the books 
when they reach him, we are always glad to have him return 
them for credit or exchange them for some’ other item that 
we have in stock. 

We cannot emphasize too strongly that we want to do all 
we can to help’ you. Yours truly, (102 standard words) 

Dear Madam: Thank you for your letter of August 29. 
Before filling the order, we thought it best to write’ you 
about your account. I wonder whether you realize that your 
previous account for $230° is now overdue nearly four months. 
Perhaps it was overlooked, although we have written you 
several® times about it. 

We like to help our friends by giving them credit as long 
as they need it, but we want to feel’ that they are working 
with us and will do everything to take care of the account. 
I am sure you realize’ that we cannot meet our own obliga- 
tions if our friends will not meet theirs. 

Please remember that we want your business® and that we 
try to merit it by the quality of the goods and the service we 
give. We hope, therefore, that you’ will send us your check 
for the $230 that is past due. Upon its receipt, we shall give 
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your’ new order immediate attention. 
We know we can depend on you to do all you can to settle 
this account.’ Very sincerely yours, (185 standard words) 


ASSIGNMENT 42 


203. Doctrine, emphasize-emphasis, fortune, freight, ex- 
changes, executed, exercise, coupons, curious, designate, dis- 
agreements, disturbed, default, democrat, deceive, entitled, 
familiar. 

204. Mind, remind, command, demand, intend, extend, 
pound, expound, compound, beyond, dividend, pretend, dia- 
‘mond. 

205. Commend, contend, attend. 

206. Admit, admittance, admitted, admiration, adventure, 
adverse. 

207. Admire, advance, advise-advice, I admire, we admire, 
in advance, I advise, we advise. 

208. (a) Ultimate, ultimately, ulster, ultimatum. (&) AL 
manac, alter, alternate, alternative, aldermen. (c) Submit, 
substance, subsidy, subway, suburb, subdivide, subdivision, 
subdue. (d) Needless, hopeless, helpless, worthless, homeless, 
thoughtless, unless, powerless, valueless, useless. 


209. Reading and Writing Exercise 
A Race wiTH THE CLocK 
The other day I was reminded of an alderman I once met 


in the subway. I admired the man because’ he was a good 
speaker and had a fine command of words. He was very 
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much in demand as an after-dinner” speaker and at one dinner 
that I attended he spoke about “A race with the clock.” 

He said he was watching® a race in the suburbs and he 
saw everyone with his eyes on a huge clock. The runners 
realized the value’ of time and their ultimate goal was to 
save a fraction of a second. This alderman stressed the value 
of time’ and insisted that time once lost can never be re- 
gained. Minutes are as precious as diamonds and yet, I am 
sorry’ to admit, thoughtless individuals do not seem to mind 
wasting them. 

It is needless to say that things never’ get done if we only 
intend to do them. Once we set out to accomplish something 
nothing should alter our® course. Everyone has the same 
number of hours at his command, but some people make 
these hours pay richer dividends.’ Arnold Bennett once said 
that time is truly a daily wonder. You wake up in the morn- 
ing with twenty-four hours" of time. It is yours and unless 
you use it you are the loser. Moreover, you cannot draw on 
the future. You" cannot use your allotted time in advance. 

Life is a great adventure. There are so many things we 
should attend” to, but our task is hopeless—we have only 
twenty-four hours a day in which to work. It is an admitted 
fact’® that our lives very often are too busy, but we must not 
submit to that fact as it might easily cause our’ ultimate ruin. 

We must learn to make the most of our time. We must 
not spend our time reading worthless books and pretending” 
to enjoy them. Take the advice of great educators, who ad- 
vocate setting aside fifteen or twenty'® minutes each day for 
the reading of classics. If possible, extend that time beyond 
the fifteen or twenty minutes'’—spend a half hour or an 
hour each day. You will never regret it. 
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How few people ever stop to take an™ inventory of their 
leisure time to see what they do with the hours that are not 
spent sleeping, working, or eating. What" becomes of all 
these hours after five or six, when work is over? Are they 
used in a commendable way or must” we admit that we let 
them drop into the past without their having added one thing 
to improve our mind or body?” 

Any plan of using one’s spare moments that will increase 
his knowledge or broaden his outlook is a good plan.” But 
how many hours and minutes are wasted every day in fruit- 
less and useless conversation and in profitless” amusement! 

If we want to be a success, we must make a profitable use 
of our spare time—we have no” alternative. (482 standard 
words) 

Dear Madam: You are a very important person to me, for 
you are among the very few people who have’ not ordered 
anything from us during the past year. I must admit I am 
wondering why. 

Your experience’ with us has surely proved that we bring 
to you the very latest styles and that our goods are the finest 
obtainable.” You know that our prices are the lowest in the 
country. That is the opinion of countless thousands of 
women’ who demand the best for the least money. 

In view of this, you can see that I am rather concerned 
for the loss’ of your good will. If we have failed to satisfy 
you in some way, give me an opportunity to make whatever" 
adjustments are necessary. If, though, you have not visited 
us simply because you have not had occasion’ to buy from 
us, please put our minds at ease by mailing the enclosed card. 

We shall, naturally, continue to’ send you our monthly 
fashion bulletin. I believe that our summer issue, which ap- 


570 GREGG SHORTHAND [VII 


pears in April, will be more® helpful than ever, for we have 
added a number of new departments that will greatly increase 
our opportunities” for being of service to you. 

May I ask a personal favor? Please answer the two ques- 
tions on the” enclosed sheet and return the sheet to me in 
the enclosed envelope. Just this small effort on your part will 
be a’’ wonderful aid in my endeavor to be of service to you. 
Cordially yours, (254 standard words) 

Gentlemen: Thank you for your recent cash order, for 
which we are indeed grateful. I wonder whether you 
wouldn’t’ care to take advantage of an open account with us. 
I have spoken to the credit manager and it will’ be perfectly 
satisfactory to him. 

You may wish to deal with us for some reason on a strictly 
cash basis,’ but we want you to know that your credit is good 
with us. Yours truly, (72 standard words) 


ASSIGNMENT 43 


210. Presented, depart, matters, causes, myself, times, 
truthful, charges, discharge, expression, girlish, doctors, called, 
believed, wanted, namely, forgave, begs, thinking. 

211. Headquarters, husband, inasmuch, inaugurate, inde- 
pendent-independence, indispensable, institute, investigate, 
junior, jury, legislate, legislation, legislative, legislator, legis- 
lature, likewise. 


212. Reading and Writing Exercise 


Dear Sir: The package containing a fountain pen and two 
pencils reached my headquarters this morning. Inasmuch 
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as’ these things were marked for my attention, I examined 
them personally, but I could find nothing wrong with the 
pen.” Therefore, I am returning it to you with the request 
that you give it another trial. I shall have the two pencils® 
replaced. I know you will find them indispensable in your 
work. 

As you have ordered these pencils from time to’ time, you 
will be glad to hear that we are now selling them for $1.40 a 
dozen. We are selling’ them at this low price as we intend 
to discontinue their sale after December 31. The pencils® have 
been selling rapidly since we made this special price, but we 
still have a small supply left. 

The man who has charge’ of the supplies in the state legis- 
lature bought a gross of the pencils. He said that the legisla- 
tors and the® members of the investigating committees liked 
these pencils very much. 

If you care to have any of these’ pencils and will send us 
a remittance for as many as you want, I shall see that you get 
them. Very truly”® yours, (201 standard words) 

Dear Madam: You say that the charges for delivery of 
your paper have been high. Some time ago you asked us‘ to 
send this paper by the Independent Express Company, which 
we did. I have investigated the cost” of sending this paper by 
freight and I find the rates very reasonable. Perhaps in the 
future it may be’ wise to send all this paper by freight. 

Enclosed you will find several samples of paper we received 
recently.’ Your husband asked me to mail these to him as 
soon as they came in. Yours truly, (92 standard words) 

Dear Mr. Jones: My client wants me to institute a suit 
against the man who wrecked his car. I wonder whether’ 
you would be good enough to investigate the case for me, so 
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that I may have sufficient facts to present to” the jury. 

The mishap took place on Fifth Avenue, and the car was 
driven by a young man who is a junior’ in college. Nat- 
urally, I must have all the facts about the mishap, the state- 
ments of the various witnesses,’ and all that sort of thing. 
As you are an experienced investigator, I am sure you will 
know what facts’ are necessary to make out a case. 

If you will come in to see me soon, perhaps we can arrange 
for your fee.’ Also, I should like your advice on some minor 
points having to do with the trial of the case before a judge 
and’ jury. Very truly yours, (145 standard words) 

Dear Reader: For many years we have been aware of the 
fact that book readers intend to join the Book Club but then’ 
put it off and soon forget about it. In order to spur you on 
to join immediately, we are going’ to make it very much 
worth your while: If you will join the Book Club within the 
next thirty days, we will present you® with a copy of “The 
First Inauguration.” The book is bound in beautiful leather 
and is printed on the* finest paper obtainable. It deals with 
the days when our country was first fighting for its inde- 
pendence. It’ tells how the Constitution was framed and how 
the legislative and other branches of our Government were*® 
organized. Likewise, it tells of the troubles the fathers of 
our country had during the first days that they started to’ 
legislate. The framers of our Constitution gave great thought 
to new legislation. 

A copy of “The First® Inauguration” will be sent to you if 
you sign the enclosed card and return it within thirty days. 
Sincerely* yours, (181 standard words) 

Dear Mr. Smith: Frankly, as one business man to another, 
I have come to ask a small favor of you. I wonder’ if you 
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would be willing to furnish us with the names and addresses 
of four or five friends who you believe would’ like to find out 
about the kind of banking services we try to give to the 
people of our city. 

I do’ not mind telling you that we should place these names 
on our list, sending them the printed matter that we issue, 
and thus’ try to make them our friends. Of course we should 
not think of using your name in this connection unless you 
are willing.” 

Would it not be a source of satisfaction to you if you could 
put on that list the name of someone to whom a° bank ac- 
count would be a blessing—someone who has not yet been 
awakened to the importance of laying aside’ a little out of 
every month’s pay for that rainy day that is sure to come? 
Thus your service to our bank may become’ a real service to 
a fellow citizen. 

May we have the pleasure of hearing from you soon? Yours 
truly, (179 standard words) 


ASSIGNMENT 44 


213. Represents, expresses, employee, carefully, carries, 
forceful, discharged, belong, longed, returning, answerable, 
useful, outing, disappointment, inquiries, wires, wonders. 

214. In the world, ought to be, more or less, little or no, 
one or two, week or two, some of them, some of those, ought 
to have, for the time being, question of time, out of the ques- 
tion, one of the most, sooner or later, in a week or two, in 
reference to the matter, in regard to the matter, up to the time, 
on the subject, that is to say, able to say, more and more, little 
or nothing, in a day or two, I should like to have. 
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215. Reading and Writing Exercise 


Dear Sir: In a week or two I shall send you one of the 
‘most valuable certificates you have ever’ received. I should 
like to have an opportunity to present this to you personally, 
but for the time being’ that is out of the question. If you 
.can’t use it, sooner or later, please tear it up. It will be little 
or no’ trouble for you to fill out the two or three questions 
asked on that certificate and return it to this office.’ As soon 
as we receive the certificate, we shall mail you one of the 
fine sets of books we are giving as gifts’ to our friends. 

During more than forty years, our publication, “The Re- 
view,” has been a stronger attraction to’ distinguished men 
and women than any other publication in the world. Some of 
these people have been on our list for more’ than a quarter 
of a century. I am able to say that at least fifty have received 
our publication® for thirty-five years. 

When we tell our friends that we are going to do a certain 
thing they know our promise’ can be depended upon because 
we have always kept our word. Yours truly, (193 standard 
words) 

Dear Sir: Thank you for your letter of several days ago in 
regard to the matter of desks. I am sorry’ we cannot send 
you these desks for a week or two, as we are entirely out of 
stock of the model you want. I’ have written to the factory 
in reference to the matter of getting more desks and they 
promise us that in® a day or two they can begin work on 
them. 

The demand for these desks is becoming more and more 
pressing and we’ are having difficulty filling orders. We were 
more or less surprised that this model should sell so readily5 
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That is to say, we knew it was a fine model, but we had rather 
expected our model 116° to sell more rapidly. 

If you are in urgent need of these desks, why not try the 
116? It ought to’ be satisfactory, as there is very little differ- 
ence between that model and the one you requested® in your 
letter. You have little or nothing to lose by giving this 116 
model a trial—we shall’ be glad to have you try it at our 
expense. 

While we are on the subject of desks, I should like to have 
you examine” the enclosed catalogue. You ought to have one 
of these catalogues, as it shows the models that are used in” 
different offices throughout the country. Very truly yours, 
(230 standard words) 

Dear Sir: Your boy has probably heard quite a bit about 
our school this summer from his new friends in camp, and 
I am‘ sure you too will want to know something of the school 
those boys represent. 

Here each boy is an individual whose’ progress is limited 
solely by the effort he is willing to put forth. Each boy’s 
studies are fitted to his’ needs. The classes are small, averag- 
ing about twelve boys to each teacher, so that each individual 
recites’ several times daily. In this way the teacher can keep 
in close touch with all the students. 

The new building just opened” is the last word in modern 
equipment. It has one of the most beautiful swimming pools 
to be found in any® school. The school rooms have plenty of 
light and air and sunshine. We encourage all boys to take 
part in sports. We have’ excellent coaches for football, base- 
ball, and other sports. 

Come in to visit us and see for yourself what a fine® school 
we have here. If you can’t find time to come in, just return 
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the enclosed card and we will send you one of our” catalogues. 
We should like to have you leaf through it. Very truly yours, 
(191 standard words) 

Dear Sir: You ought to be here in a week or two in order 
to see what we are placing on the market. I am’ of the opin- 
ion that you will have many suggestions on the subject of our 
advertising, and I should like’ to have you work hand in hand 
with me. My son-in-law will be at the office in a day or two, 
and we can get’ his advice on the question. 

One of the best suggestions I have received so far is that 
we mail one of our’ catalogues to the people on our mailing 
list. We had not planned on doing this, but I know these 
people will be glad’ to see them. We have prepared the 
catalogue in such a manner that it will be little or no trouble 
to order® any of the goods listed. 

Please wire me immediately in reference to the matter, as 
I should like’ to know what to expect. Yours truly, (146 
standard words) 

Dear Mr. Jones: I am sure you can realize how pleased 1 
was the other day when the manager of my’ department com- 
plimented me on my last year’s record. The credit, though, 
is not mine, for without the assistance which’ you and my 
other clients have given me I should never have been able to 
make such a good showing. I am’ planning, with your assist- 
ance, to accomplish even more this year. 

I want to increase my usefulness to my clients’ and to con- 
tinue to help them plan their investments wisely and safely. 
Very truly yours, (96 standard words) 


ASSIGNMENT 45 


216. Smart, lard, guarantee, merit, period, thermometer, 
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cart, art, garden, burn, burner, large, learn, march, worse, 
deserve, board. 

217. Literary, literature, litigation, locate, luxury, manu- 
facture, merchant, messenger, misdemeanor, mortgage, 
neglect, negligence, negligent, negotiate, novelty, observe. 


218. Reading and Writing Exercise 


Gentlemen: I have never before had an opportunity to 
address a group of manufacturers, and’ I confess I am enjoy- 
ing the novelty of it. In a sense, though, I think I can claim 
to be one of you,’ as I have had occasion to get first-hand 
knowledge touching your particular industry. Some years 
ago I* set up house as a manufacturer and local merchant, 
and I did get a good deal of experience, but’ that is all. 

I soon discovered that if a manufacturer wants to pay the 
mortgage and eat three times a day” he has to hustle out and 
get business and collect bills, and I observed that I was get- 
ting very hungry. Though* I did not neglect the business 
for a second, it went from bad to worse. But in this day 
and age the business’ experience was worth every penny it 
cost me. I have never since had the urge to invade your 
field, but I feel’ I am speaking about a subject on which I 
have first-hand knowledge. 

To anyone who has not been negligent’ in reading the 
literary efforts of present-day writers, it is quite plain that 
there is no limit to what” we may expect. Modern methods 
and modern machinery have greatly increased production and 
added to the” luxuries that we may now enjoy. These meth- 
ods have built up a commercial nation second to none. Our 
literature” tells us that in the days gone by history used to 
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confer its choicest favors upon the soldier, but’ now it con- 
fers them upon the business man. There are some who won- 
der whether this is for the best; who wonder whether” we 
haven’t simply built up a machine without a heart. I have 
heard this view expressed in negotiations” of many kinds, 
and we should recognize that it exists. For my part, I think 
it is not the proper point of view’ to take. Some people are 
always afraid of something new and big. To them anything 
that is big is bad. 

Today” we are moving at a rapid rate—it may be too 
rapid. Our messengers may be found all over the world, 
spreading’ our goods wherever they go. At the rate we are 
going, the time will come when we will be able to go no” 
further—we will have reached our limit. It is well to have 
a goal, but we must not reach it too quickly—and we must” 
be careful that we do not fall in an attempt to overreach it. 
(412 standard words) 

Dear John: I am sorry it will be necessary for you to ap- 
pear in court on Monday to defend the young’ man who is 
charged with having committed a misdemeanor. 

You need not feel bad about it, though, as I, too, will’ 
have to be in court on that day. One of my best clients was 
haled into court because of his negligence in driving’ a car, 
and he wants me to take care of the litigation for him. From 
the facts he has given me, he himself’ was not negligent and, 
therefore, I should have no difficulty in trying the case. The 
plaintiff is a wealthy® local manufacturer and has hired sev- 
eral fine lawyers to handle his side of the litigation,’ but I do 
not think he will get anywhere. 

I hope you are successful in your efforts to defend the young 
man’ who is held on a misdemeanor charge. Be sure to keep 
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a careful record of what goes on, so that you may appeal” 
to the higher court if the case is decided against you. 

In view of the fact that we cannot meet this Monday,’ 
why don’t you have dinner with me on Tuesday? Yours 
truly, (190 standard words) 

Dear Mr. Jones: Beginning at noon today, we have a new 
manager of our local office. When you have’ recovered from 
the shock, I shall tell you his name. If you will look closely 
at the end of this letter, you will find it’ attached thereto. 
Perhaps you have guessed it anyway. 

Since last May, I have divided my time here at headquar- 
ters’ between learning my job and keeping in touch with you 
and the rest of the men. I have had every phase of the busi- 
ness’ under observation, and I have not neglected any branch 
of our work. I have drilled myself in the routine’ of the or- 
ganization, and I can tell you in detail the work of every man 
on the force, all the’ way from the messenger to the head 
accountant. I do not intend to tell you how to go about 
your business’--you know that best. Start the ball rolling 
now and keep it rolling. It is now December. By next 
December or* January, when the new manager makes his 
report, we shall know whether he is worth his salt. 

I ask your assistance.’ Cordially yours, (183 standard 
words) 
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CHAPTER “TX 


ASSIGNMENT 46 


219. Gentle, diligent, defeat, endeavor, defer, regent, di- 
vide, bond, planned, trained, claimed, profound, contain, 
stencil, item. 

220. Arrive-arrival, derive, engage, strike, grade, trade, 
doubt, crowd, proud, stood, loud, south, poor, pure, cure, 
peculiar, confuse, excuse, refuse, became, light, private, glori- 
ous, invite, provide, proceed, decide, prevail, repeat, operate. — 

221. Amount, balance, boulevard, discount, magazine, Eng- 
land, memorandum, post office, equivalent, America, R.R., 
O.K., free on board, paid, Street, horse power, U.S., U.S.A., 


ultimo, etc. 
222. Reading and Writing Exercise 
A Trip to Mexico 


There is a saying, “What does one know of America who 
knows only the United States?” To the south lies’ Mexico, 
which is undoubtedly much less known to the people of the 
United States of America than such* an important country 
should be. 

As soon as one arrives on the other side of the border, he 
perceives a striking’ difference in the dress and the manner 
of living of the people. In the crowded cities we find that 
the’ people have kept step more or less with civilization. In 
the native villages, however, the poor people’ still live ex- 
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actly as the natives lived many years ago. 

Many private homes are made of a very poor grade® of 
wood, and when one is invited to go inside it is difficult to 
decide whether it is more comfortable’ lying on the floor or 
on the bed. As the visitor proceeds further into the country, 
he observes® the peculiar methods that prevail in the farming 
sections. Most of the natives are engaged in some sort of 
farming’ from which they derive enough money to meet 
their immediate needs. Many of their products are sent to 
the’? United States and England. Our trade with Mexico 
amounts to millions of dollars. It is easy to get the’ produce 
of Mexico to the United States, of course, as there are many 
railroads in operation from that'’ country to this. Some of 
the products are sent f.0.b. the different United States post 
offices. Most of the products are paid for immediately. 

All the natives of the different villages await the arrival” 
of the train and crowd around it when it arrives. 

There is a loud yell from the children as a man tosses 
them’ a penny. The lucky child who recovers the penny 
proudly displays it and waits for another opportunity’ to 
repeat his success. 

There is a man waiting there who will be delighted to 
carry your trunk down the” boulevard. There is no use 
looking for an excuse to refuse to let him carry it, because 
there is no taxi’ available to take the trunk for you. This 
strong man is cheerfully paid the small amount he asks for 
his'® services. Men and women stand near the railroad and 
sell bright blankets and provide the visitor with magazines, 
books,” etc. You soon learn that the price of these things is 
slightly more than you care to pay, and you try to prevail 


upon” them to accept less. Repeatedly they refuse, until the 
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train starts moving. Then they decide to let you have” it 
at your price. 

The food these people balance in baskets on their heads 
does not look inviting. However, the natives* have a good 
appetite, and pure food means nothing to them. 

Some of the natives do not hesitate to trade with” a live 
chicken. It is not an unusual sight to see a native march 
through a train in all his glory with” a frightened chicken, 
weighing far more than a pound, under his arm. The rail- 
road depot is almost the equivalent” of one of our food 
markets. 

The “Main Street” presents a peculiar appearance. On each 
side there is a wall in” which every so often there is a door. 
It would undoubtedly be confusing for us to find our own 
private” residence, as there are no numbers on the doors. 
On the “Main Street” much trading takes place. All trading 
is on a cash” basis, and there are no unpaid bills. The seller 
keeps no memorandum of his purchases and sales. 

The natives” are friendly people, and no matter how 
crowded their houses may be, they do not use this fact as an 
excuse to” refuse food and shelter to those who are related 
to them. 

Mexico has been accused of being a country” full of bandits. 
There are a few bandits living in the hills, but most of the 
natives lead a quiet life and are*’ polite and friendly to the 
visitor. (667 standard words) 


ASSIGNMENT 47 


223. Greatest, marketable, systems, business men, matters, 
mornings, letters, gives, forgotten, nameless, statement, com- 
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mittees, represented, valuable, enforcement, carrying, forces. 

224. Authentic, capable, certificate, convenience-convenient, 
cooperate, custom, deposit, develop, duplicate, establish, finan- 
cial, illustrate-illustration, imagine-imagination, language, 
length, liberty, material, offer, original, pleasant, popular, 
policy, prejudice, principle, relative, privilege, travel, union. 

225. Obstruct, obvious, occupy-occupation, Pacific, parcel, 
partial, passenger, patron, pattern, persecute, plaintiff, prac- 
tical, practice, premium, probability, property. 


226. Reading and Writing Exercise 


Dear Sir: I am indeed sorry that it will not be convenient 
for me to see you on Christmas Day, as we had’ originally 
planned. As you know, the Pacific Insurance Company holds 
a reunion for its officers” every year at this time, and it is cus- 
tomary for each office to cooperate and send delegates.’ This 
year it is my privilege to go as a delegate, and I was pleas- 
antly surprised when I received’ the offer. 

Elaborate plans have been made, and there are several 
capable men as the principal speakers.’ I am sure I will 
receive practical advice on how to handle some of our patrons. 

I have developed a° liking for flying, and whenever pos- 
sible I travel by plane. Obviously this practice saves a great 
deal’ of time. Mr. Allen will be a passenger on our plane, 
and he will occupy the seat in front of me. 

I’ am anxious to talk with him about the financial situa- 
tion of the Brown case in which he was one of the” plaintiffs. 
I took the liberty of attending the preliminary hearings, at 
which time I met Mr. Allen’s’® lawyer. This lawyer is con- 
sidered one of the most brilliant and clever men in the state. 
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It is obvious" that the jury was prejudiced and partial, or it 
would have decided in favor of Mr. Allen. Cordially” yours, 
(241 standard words) 

Dear Sir: Since you are not yet familiar with the work 
we are doing in your state, I will write you at some length 
on’ the points that will, in all probability, cause you trouble. 
I am confident that you are capable of handling’ the work, but 
there are several men who will do their best to obstruct every 
move you make. 

I have written® our agent on the Pacific Coast to discuss 
with you the premiums on the different policies we offer.’ 
I am sure he will be able to give you at least a partial list of 
names that will help you. 

I imagine’ the most difficult part of your job will be to 
convince people, in simple language, that they should carry 
insurance.” People feel persecuted when they are asked to 
insure their lives or their property. People offer all kinds’ 
of ridiculous excuses for not buying an insurance policy. 
However, it is not so difficult® to sell insurance as it was a few 
years ago. At that time our company had just been established 
and’ people had no assurance that it was financially sound. 
Sincerely yours, (193 standard words) 

Dear Sir: I am sending you today a parcel containing ma- 
terial which gives the principal facts relative’ to our new 
“practical insurance policy.” This policy is very popular in 
the South, and I’ imagine it will soon become popular in 
other parts of the country. The premiums for this policy’ are 
very low. Sincerely yours, (65 standard words) 

Dear Mr. Jones: The dress patterns which you enclosed 
in the parcel you sent us were badly torn. It is obvious’ that 
the patterns were not carefully handled. As these patterns 
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were the property of our best customer, we shall’ have to ask 
you, to make immediate adjustment. 

I assume this damage occurred while the parcel was in the’ 
hands of the post office, and if you could send us a certificate 
showing that the parcel was given to them* in good shape, 
we shall be glad to take care of the matter ourselves. 

In the future, when it is necessary to’ send patterns by 
mail, please be sure that they are carefully wrapped. Some 
of the patterns cannot satisfactorily’ be duplicated. Cordially 
yours, (126 standard words) 

Gentlemen: Thank you for your cooperation in sending 
us so promptly your check for $189. This payment will en- 
able us to fill the order of April 16 without further delay. No 
time” has been lost, as the shipment was packed and ready 
to be shipped when your check arrived. 

As our organization carries’ no accounts, I wonder if you 
would be good enough to enclose a check with each order. 
You realize that’ we could not offer our goods at such low 
prices if we had to carry a large bookkeeping division. Cor- 
dially’ yours, (101 standard words) 


ASSIGNMENT 48 


227. Changes, publication, favorable, sooner, loved, collec- 
tion, dealer, regarding, unnecessary, prepares, unprepared, 
opinions, ascend, asked, values, expresses, looked, billing, 
experiences, finds, lights. 

228. Absent-absence, absolute, accomplish, appreciate-ap- 
preciation, association, attitude, benefit, cancel, corporation, 
enthusiasm, essential, frequent, indicate, journal, local, splen- 
did, reciprocate, numerous, ordinary, specify, permanent, 
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prominent, practice, render, separate, similar, social, title, total, 
territory. 

229. Repetition, competition, station, quotation, notation, 
edition, addition, condition, foundation, commission, informa- 
tion, permission, intimation, definition, combination, recogni- 
tion, destination. 


230. Reading and Writing Exercise 
TIMEPIECES 


In a recent edition of a local journal I noticed a headline 
to an advertisement which read, “Clocks’ for cattle.” This 
title was so prominently displayed and so unusual that I 
proceeded to read the” whole advertisement. I discovered 
that it was a quotation from a letter dated 1816. The author® 
of this letter had indicated his intention to give a certain num- 
ber of cattle in exchange for’ a few clocks. 

Although we would not today consider giving a cow for 
a clock, we must realize how® absolutely essential and prom- 
inent a part clocks play in our everyday lives. Numerous 
changes have been made since® the marvelous invention of the 
clock, but it still renders the same service to mankind—it tells 
us the time. 

We’ have definite information that clocks similar to ours 
were used in the ninth century, but they were found only* 
in the splendid homes of the wealthy. Today clocks are an 
absolute necessity in every home, and frequently’ you will 
find three or four clocks in the poorest of homes. There was 
one important omission on the early’ clocks—there was no 
minute hand to indicate the exact time. Later, the addition 
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of the minute hand and still" later the second hand made it 
possible to determine accurately the time of the day. 

In my estimation,” a clock is the most human of all furni- 
ture, especially the older clocks, made hundreds of years ago.” 

The clocks manufactured in the factory can never take the 
place of those made by the old masters, who showed” their 
enthusiasm for their work by putting their whole heart and 
soul into it. The old master exercised great’’ care in the 
formation of each piece that went into the clock, and the 
separate parts were carefully put together.” There were no 
local stores in those days that handled the sale of clocks, and 
there was very little competition.’ A man had to peddle 
his clocks from house to house until he covered the entire 
territory. 

A person who” appreciates old clocks will enjoy examining 
the clock that is a prominent part of the home of our first’® 
President. It stands in the hall and, without complaint, keeps 
ticking off the seconds, minutes and hours. A notation” was 
made on a sheet of paper in the clock, which gives the in- 
formation that it was to be removed for repairs,” but that 
order must have been canceled, as the repairs were not made. 
Frequently the clock loses a total of three” or four minutes, 
and that is the only intimation it gives of its age. But then, 
some watches that have just been® manufactured are not in 
as good condition and lose much more time than this. (473 
standard words) 

Dear Sir: I received permission from the local corporation 
to build a house on the vacant lot. The corporation’ gave me 
this permission with the condition that the house must have 
a stone foundation. I can sympathize’ with their attitude, 
and I know this stone foundation will be of benefit to all 
concerned. 
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If I am absent® from the office on Monday, | shall be in the 
commissioner’s office making all the essential arrangements. 

The house will be in an ideal spot, just three blocks from 
the local station. The post office renders some splendid 
service’ in this part of the town. 

I hope to be able to begin work very soon. When I am 
ready, I shall get® in touch with you. Cordially yours, (125 
standard words) 


ASSIGNMENT 49 


231. Patrons, patterns, plaintiff, occupied, obstruct, prac- 
tical, probability, estate, neglected, observed, negligent, mort- 
gage, litigation, merchant, headquarters, legislation, likewise, 
independent-independence, indispensable, doctrine, English, 
freight, glorious, familiar, entitled. 

232. Prosecute, publication, punctual, pupil, push, qualify, 
remainder, resignation, salesman, scarce, secretary, signees 
significant-significance, silence, specify, specific. 

233. Any: Anybody, anyone, anywhere, anyhow, anyway. 
Be: Before, beforehand, behindhand, belong, beside, besides. 
Ever-y: Whatever, whenever, whichever, however, whoever, 
everybody, everyone, everywhere. Here: Hereafter, herein, 
hereinafter, hereinbefore, hereon, hereto, heretofore, herewith. 
There: Thereafter, therein, therefore, therefrom, thereon, 
thereto, thereupon, therewith. 


234. Reading and Writing Exercise 


Dear Sir: On January 19 the manager sent his resignation 
to the secretary of our’ organization. Mr. Brown, who had 
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been a salesman for many years and who had charge of the 
publications issued’ by this company, was appointed to fill the 
vacancy. 

One of Mr. Brown’s first actions was to put his’ signature 
to a new lease. This new lease will provide the space we 
have needed for a long time. Besides the manager’ and all 
the people belonging to his staff, everybody in the credit divi- 
sion will move to the new’ quarters. The shipping division, 
however, will remain where it is. Heretofore all these divi- 
sions were on the’ same floor, and the employees could scarcely 
move from desk to desk without pushing into somebody. 

The next time your’ salesman is in this territory, why not 
have him make it a specific point to come in to see our new 
offices?® Yours truly, (163 standard words) 

Dear Sir: Your absence from our store for the past few 
months has been noted, and it has been a long time since we 
have received’ any orders from you. We feel that this silence 
is a significant indication that you have become’ dissatisfied 
with our service or our goods. As you used to be one of our 
best customers and friends, we are anxious’ to have a talk 
with you and do whatever we can to regain your confidence. 

If you will specify the’ time that will be most convenient 
for you, I should like to have my secretary call on you and 
discuss the matter.’ He will be there punctually at whatever 
time you set. 

Herewith you will find an envelope for your’ convenience 
in writing me when my secretary may see you. Yours truly, 
(132 standard words) 

Dear Sir: After the unpleasant dealings which a number 
of our customers had in ordering our publications,’ we have 
decided to send out a salesman for the remainder of the year. 
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Hereafter all orders will be? handled through the main office. 

As you will recall, a man representing himself as one of 
our salesmen went through’ your territory and made many 
liberal offers to pupils and their parents. He was no longer 
employed* by this organization, as his resignation had been 
demanded several months before. We knew nothing’ about 
his actions, however, until our secretary started to receive let- 
ters stating that magazines® had not been received. As soon 
as we discovered what had happened, we asked every one 
to specify the publications’ ordered, and we put all names on 
our mailing list. We are pushing charges against this man, 
and he will be* prosecuted. Now the matter has been settled 
to everybody’s satisfaction. This sort of thing can happen® 
anywhere to anybody, and therefore we should be grateful 
that we were able to straighten matters before’’ anyone really 
suffered. Cordially yours, (207 standard words) 

Dear Sir: Next month this country will celebrate Nore 
Twain’s birthday, and we are planning to take part in the 
celebration." In his honor, we are sponsoring an essay con- 
test. We are calling on you as principal of the school’ to 
cooperate with us. We should appreciate it very much if you 
would see that this is announced to all’ the pupils in the 
school, as they will be the only ones qualified to write in this 
contest. The contest will be* announced beforehand in the 
daily papers and other publications, but pupils do not always 
read these’ publications. Pupils will be given specific direc- 
tions when they leave their signature and address at our 
office.” Anyone wishing to compete in the essay contest 
should be punctual and call on us soon. The secretary’ will 
give each candidate all the necessary information. He will 
also give him a pamphlet containing* all the rules governing 
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the contest. 

The winner will receive a complete set of the works of 
Mark Twain. This’ set will be a valuable addition to the 
library of any pupil. In addition to this main” prize, there 
will be two other fine prizes. The second prize winner will 
receive $10 in gold and the third prize winner a fountain" pen. 
All papers must be in our hands on the day specified in the 
rules. Yours truly, (235 standard words) 


ASSIGNMENT 50 


235. Punctual, silence, secretaries, salesmen, publication, 
pushed, specify, resignation, practices, premium, property, 
parcel, neglect, litigation, husband, junior, estate, glorious. 

236. Where: Whereabouts, whereas, wherever, wherefore, 
wherein, whereof, elsewhere. Soever: Whatsoever, Wheresoever, 
whensoever, whosoever, whomsoever. Some: Somebody, some- 
how, someone, sometime, somewhat, somewhere. With: 
Within, withstand, forthwith, notwithstanding. Meanwhile, 
otherwise, thanksgiving. 

237. $5; 500; $500; 5,000; $5,000; 500,000; 5,000,000; $5,- 
000,000, 5 Ibs. (or £5); 500 lbs. (or £500); £5,000; £500,- 
000; 5 gallons; 5 barrels; 5 bushels; 5 feet; 5 cwt.; 5 
o’clock; 500 feet; 5 francs; 500 francs. A dollar; a pound; 
a million; a gallon; per hundred; several hundred; several 
hundred dollars; a thousand dollars; few thousand dollars; 
a hundred thousand. 


238. Reading and Writing Exercise 


Dear Sir: Thank you for your very frank letter of January 
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5 regarding your account with us for’ $5,000. Everybody is up 
against it at some time or other. We have been ourselves. 
That is exactly” why we are going to help you. 

Don’t worry about that $5,000, even though it is somewhat 
past due.® Forget it for 90 days. Meanwhile, we are going 
to ask you to sign a note covering that period. If* you can pay 
it within that time, well and good. Our own financial condi- 
tion is excellent, and a few thousand® dollars will not worry 
us particularly at this time. 

We wouldn’t do a favor like this for everyone,” but we 
know that you are all right. We want you to build up a good 
business, and we are going to help you. 

It’ is a pleasure to have people know that we sell service as 
well as merchandise. Just sign the note and return it® to us 
promptly. Yours truly, (163 standard words) 

Dear Sir: Sometime ago someone in your office asked us 
the whereabouts of the salesman who sold your client’ sev- 
eral thousand dollars’ worth of machinery which turnea out 
to be useless. At first we decided to have nothing” whaiso- 
ever to do with this case, but this same incident occurred 
again recently, and this time the victim*® was one of our best 
friends. We are now determined to prevent similar occur- 
rences, and we are willing’ to offer $500 for information con- 
cerning the whereabouts of this individual. 

We’ received a letter from somebody in your city suggesting 
that he was somewhere in Chicago, but somehow® we could 
place little confidence in that information. We are convinced 
that he is elsewhere. 

Our offer of’ $500 was announced at three o’clock yester- 
day, and if necessary this offer will be increased to® $1,000. 
Sincerely yours, (166 standard words) 
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Dear Sir: Please ship immediately 300 feet of the steel wire 
advertised some time ago in the local’ newspapers. I think the 
price mentioned at the time was $15 for 100 feet. Also, please 
ship 5 gallons” of the red paint about which I wrote you. This 
will cost about $3 a gallon and is guaranteed to’ withstand 
the heat of the summer as well as the frost of the winter. 

I should like to have all this material* before Thanksgiving, 
and if you can arrange to have it all here by that time, I shall 
greatly appreciate it.” Yours very truly, (103 standard words) 

Dear Mr. Brown: From your letter of January 21 I think 
our recollection of the original’ negotiations is about the same. 
The only discrepancy, in my judgment, is the one brought 
up by” the second and third paragraphs of your letter. Ap- 
parently, it is your impression that the question of caring’ 
for daily mailings did not come up until after you had started 
on. the job. 

As a matter of fact, it* was this matter of caring for the 
daily mailings that brought the job to you several years ago. 
The mailer? who handled this work originally had done a 
good enough piece of work on mailing the magazines each 
month.’ He could not, however, keep his records straight 
when it came to handling our daily mailings. Because of our’ 
dissatisfaction with his method of handling the daily mail- 
ings, I started to look for someone else. 

I find that you® now have on hand about 80,000 copies of 
our magazine. In accordance with our practice of paying® 
for the entire delivery at one time, we have been charged for 
the mailing of these 80,000 copies. These’’ 80,000 copies rep- 
resent, at $2 a thousand, the considerable charge of $160,” for 
which we have received no return. In addition, these 80,000 
copies are worth about’? $100 in waste paper. 
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You can see that we cannot very well overlook this item, 
and I should appreciate it if we could settle the matter be- 
fore the end of this year, so that we may have our records 
straight.” Yours truly, (282 standard words) 

Dear Sir: I have tried every way possible to convince my- 
self that it would be all right for me to ship you the’ 5,000 feet 
of lumber requested in your letter of January 8, but I simply 
can’t do it until’ you have been able to reduce your present 
open account. 

I know you will be disappointed, but I do* not want you 
to feel at all hurt. It isn’t a question of confidence in you— 
our past relations show that. It’ just is not discreet in the 
present trade conditions, to carry an open account of more 
than $3,000° for a store doing your volume of business. Sin- 
cerely yours, (111 standard words) 


ASSIGNMENT 5] 


239. Specific, prosecute, publication, specify, pupil, push, 
qualify, silence, resignation, significant-significance, secretary, 
scarce, salesman, obvious, occupy-occupation, plaintiff, prac- 
tical, premium, probability, property, partial, pattern, literary, 
merchant, misdemeanor, negligence, negotiate, messenger, 
passenger, manufacture, observe, inasmuch, independent-in- 
dependence, likewise, jury, legislative, investigate, emphasize- 
emphasis, execute, freight, coupon, curious, commerce. 

240. $8.50; 5 cents; 5 per cent; 5 per cent per annum. 


241. Society, subsequent, substitute, succeed, sympathy, 
testimonial, testimony, text, unavoidable, universal, variety, 
verdict, vote, warehouse, wholesale, wife. 
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242. Reading and Writing Exercise 


Dear Madam: The Universal Book Society is an organiza- 
tion that makes available to book’ lovers a large variety of the 
latest and finest books. Each month we submit to the mem- 
bers of the? Universal Book Society a list of books that we 
consider outstanding. ‘The members vote for the book they’ 
would prefer for the month’s selection, and the verdict of the 
voters governs our decision. If, for some reason,’ the month’s 
selection does not appeal to you, you may substitute another 
book from the list. 

However, instead’ of paying the regular price of $3.45 for 
the regular selection, you will have® to pay $4.95 for the sub- 
stitution. The additional charge is due to the fact that’ we 
can get the regular selection at a wholesale price from the 
warehouse, while we must pay the retail price for* the substi- 
tution. We are sure, though, that we shall succeed in pleas- 
ing you most of the time. If one book does not appeal’ to 
you, subsequent books will. 

The Universal Book Society allows a 5 per cent discount 
from the’’ $3.45 price to those who pay in advance for the 
entire year’s books. In addition, we pay’ the unavoidable 
10 cents delivery charge. 

The Universal Book Society has many prominent” mem- 
bers. If you will turn to page 10 of the enclosed booklet you 
will find there many testimonials from’ famous people who 
are in entire sympathy with our ideas. As you will see, there 
is a testimonial” from the wife of a former President. Cor- 
dially yours, (290 standard words) 

Dear Sir: We regret the unavoidable delay in bringing your 
case to trial. If all goes well, however, I’ am sure we should 
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be able to get all the testimony in and have the jury bring 
in a verdict. The judge? already has prepared the text of his 
charge to the jury. He has asked for a copy of the testi- 
mony,’ which we are sending him today. 

To be sure that nothing goes wrong, please bring with you 
all the necessary warehouse’ receipts, so that we may present 
them while the testimony is being taken. Cordially yours, 
(97 standard words) 

Dear Sir: In subsequent issues of our textbook we shall 
substitute a larger size of type for the one we are’ now using. 
The type will be about 20 per cent larger. We are also re- 
ducing the price of the text from’ $4.20 to $3.65. Our binder 
succeeded in getting a low wholesale’ price on the binding 
cloth, and we are thus able to pass this saving along to our 
customers. We are in* complete sympathy with the feelings 
of our customers that the cost of texts should be reduced. 
Cordially yours, (99 standard words) 

Dear Sir: We are sorry that the desk you ordered as a gift 
for your son arrived so badly damaged that you cannot’ ac- 
cept it. The railroad agent gave me a receipt acknowledging 
that the desk was received in perfect? condition from our 
warehouse. Therefore, it must have been damaged while in 
the possession of the railroad. 

Although we cannot’ be held responsible for the desk once 
it leaves our warehouse, we know you are anxious to give 
this desk to your* son, and we are, therefore, sending you 
today another desk exactly like the first one we sent you. It 
should reach’ you promptly. 

If you will telephone the express company to make a spe- 
cial delivery immediately® upon.the arrival of the desk, you 
should have it just in time for your son’s birthday. 
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Please leave the damaged desk’ in the hands of the railroad 
‘ company. We shall deal with them later. 

Thank you for writing me so promptly. I assure* you 
our only desire is to see that you receive the desk in perfect 
condition. Sincerely yours, (178 standard words) 

Dear Sir: This morning I received a letter from your wife 
giving me the date on which you will pay your account. I’ 
appreciate your having her write me. The tone of the letter 
convinces me that you are honest, and that you’ take pride 
in paying your debts. I know you will meet your obligation 
promptly. 

I am enclosing a stamped envelope’ for your convenience 
in making the payment when it is due. Cordially yours, (74 
standard words) 
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ASSIGNMENT 52 


243. Careless, clears, listed, following, purchased, num- 
bered, shipped, expected, unused, friendless, strongly, correc- 
tion, communicates, efforts. 

244. Actor, tractor, conductor, detector, protector. Effected, 
affected, detected, directed, selected. Active, detective, defec- 
tive, attractive, effective, elective. 

245. Have done, has been done, has done, will be done, 
would be done, should be done, could be done. 

246. Quicker than, better than, sooner than, rather than, 
nearer than, greater than. 
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247. Give us, tell us, write us, to us, let us, mail us, wire 
us. 
248. Credit department, shipping department, purchasing 
department, accounting department, mailing department, 
billing department. 


249. Reading and Writing Exercise 


Dear Sir: As the active head of the accounting department, 
I am calling a special meeting to see what can’ be done about 
standardizing the reports of the salesmen who write us each 
week. Something must be done and should be’ done im- 
mediately. I have received many complaints, not only from 
the members of the accounting department,’ but from the 
heads of the shipping department, the mailing department, 
and the credit department, that the reports are too long and 
do not give all the necessary facts. It is my thought that the 
man who selected the present? report blank was not familiar 
with the work of the accounting department and the other 
divisions of? our company. If he had been, he would have 
done a far more effective job. ; 

I had originally planned to’ hold this meeting in two 
weeks. However, in order that we may have something 
definite on which to work, I am*® asking the managers of the 
different divisions to submit a blank that would eliminate 
the necessity’ for their writing us and wiring us for informa- 
tion every time a report comes in. I think that almost’? any- 
thing these men suggest will be better than what we now 
have. 
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t will affect any other branch’® of the business. I think, 
hough, that we are nearer than we have ever been to a 
olution. Cordially yours, (259 standard words) 

Dear Madam: The man who stole your purse in the car 
ast week was caught by the detective who was placed in 
harge of the’ case. The detective had a long talk with the 
onductor of the car and then planned what should be done. 
The detective’ directed several of his men to take up the 
earch, and soon one of them detected a rough-looking fel- 
ow* who had a woman’s purse sticking out of his pocket. 
Vhen this fellow was arrested, he acted surprised, but he’ 
yas a poor actor, and a few minutes later he confessed. 

Your purse is now in our possession, and if you will’ mail 
s a note telling us exactly what was in the bag when it was 
‘olen, we shall be glad to return the® bag to you. 

The detective who had charge of your case has been selected 
or promotion, and beginning April’ 15 he will be a captain. 
ecause of his fine work in your case and many other sim- 
ar cases, he® has earned the promotion and the attractive 
lary that goes with it. Yours truly, (175 standard words) 
Dear Mr. Brown: I am sorry that the tractor which we 
lipped to you is defective. I have had our shipping’ de- 
artment trace this shipment, and I find that all parts were 
. excellent condition when they left us. We are writing’ 
ur Chicago office to send a man to your farm immediately, 
) see what can be done about getting® the tractor in good 
orking condition again. 

The demand for these tractors has been much greater than 
e expected,’ and consequently our factory is working day 
nd night to catch up. However, even though we are getting” 
ut these tractors quicker than we have done at any previous 


600 GREGG SHORTHAND [Xx 


time, the quality of the parts and the® workmanship has not 
decreased: In fact, our purchasing department has given us 
the best materials obtainable’ for these tractors. Everything 
has been done to build the finest and most attractive tractor 
that can be made for* the lowest possible price. I think you 
will agree that in this respect our success has been greater 
than we could’ possibly have hoped for. 

We realize, of course, that it is not always possible for our 
friends on the farm to” pay cash for these tractors. Conse- 
quently, we have selected a man to take charge of our credit 
department who” has had years of experience on the farm, 
a man who is in sympathy with the problems of the farmer. 
He” has done a great deal in solving the financial problems 
of the farmer. 

I am confident that our man will be’ able to repair your 
tractor without too much difficulty, but to be sure that every- 
thing turns out all right,"* we are asking him to let us have 
a full report of his visit with you. In the meantime, if we 
can assist’ you in any way, please be sure to write to us. 
Sincerely yours, (311 standard words) 

Dear Sir: Please accept my personal thanks for the new 
checking account which you were good enough to open with 
us’ today. We appreciate your business, and I know our rela- 
tions will be beneficial to both of us. 

As’ you know, we have a savings department for those who 
care to open such an account. Our safe deposit department’ 
has a private safe in its vaults ready for your use whenever 
you need this type of service. Our real estate’ department 


is also well equipped to take care of all your real estate 
business. 
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best service which can be rendered you by every member of 
our institution.” We hope you will write us freely and fre- 
quently. On our part, we shall try to see that your relations 
here’ are so pleasant that you will not only be satisfied, but 
pleased—pleased so well that you will recommend our bank 
to* your friends when the occasion arises. Yours truly, (169 
standard words) 


ASSIGNMENT 53 


250. Accommodations, authoritative, automobile, bureau, 
Atlantic, affidavit, American, application, compare, commer- 
cial, conversation, conspicuous, citizens, connection, default, 
disappoint, discuss, distinct,distinction, energy. 

251. Of course, at once, at any rate, great deal, I always, 
on hand, as follows, whole lot, one another, day’s sight, do 
you know, great pleasure, your order, first class, whether 
or not, at all events, to some extent, to a great extent, to such 
an extent, at the same time, in other words, once in a while, 
in my opinion, in the first place, as soon as possible, as a mat- 
ter of fact, on account of the fact, over and over again. 

252.005 pin. (©.D,,” pricelist, list. price; vicesversa; 
bank draft, order blank, Associated Press, Democratic party, 
Republican party, New York Central, Illinois Central, selling 
price, market price, Union Pacific, Great Britain, enclosed 
blank, General Manager, Assistant General Manager, indem- 
nity policy, Canadian Pacific, application blank, bond and 
mortgage, Federal Reserve Board, certificate of deposit, Cham- 
ber of Commerce. 


253. Reading and Writing Exercise 
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at 9 a.m. this morning. At 3 p.m. the’ general manager turned 
your order over to the assistant general manager who has 
charge of such’ orders. 

The assistant general manager, however, could not fill your 
order at once, because, in the first’ place, he did not know 
whether you wanted the goods sent direct to the Chamber 
of Commerce Building or to the Board of Education Build- 
ing. Once in a while the school board prefers to have ma- 
terial of this kind’ sent C.O.D? 

In the second place your order did not give all the neces- 
sary information. To be sure that we get® all the necessary 
information, the general manager asked me to send you our 
order blank as soon’ as possible. As a matter of fact, every 
few days we receive orders which do not give all the neces- 
sary* information, and therefore we have arranged the en- 
closed blank in such a way that it will, to a great extent,’ elim- 
inate errors. The order blank provides a space for the selling 
price, the market price, as well as the list’” price. 

At the same time there is a column in which you can check 
whether or not you want the goods sent by first class mail,” 
or whether you prefer to have them sent C.O.D. In my opin- 
ion, this order blank saves a great deal of time.” 

Of course, we are anxious to hear from you at once, and 
therefore we are enclosing a stamped envelope for your reply.” 
Cordially yours, (263 standard words) 

Dear Friend: Each year the Democratic party, the Repub- 
lican party, and other political parties, send’ out literature 
giving their views on the major campaign issues. I always 
read this literature very” carefully. As a member of the Fed- 
eral Reserve Board, I must keep up to date with the attitudes 

ae biragia ye. 
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market, and other financial institutions. In other’ words, | 
must be familiar with what they would do if they were elected 
to office. 

A great deal of the literature? must be studied carefully. 
On account of the fact that all literature of this nature does 
not give’ the true facts, it is wise to read all available material 
on the subject in the newspapers. The’ Associated Press gives 
accurate information on the attitudes of the political parties. 
The Board® of Management of the Associated Press has said 
over and over again that it will release no’ information that 
has not been verified. At any rate, I have on hand a letter 
from the chairman of the’’ board assuring me of this. I have 
personally found the reports of the Associated Press to be ac- 
curate’ in every detail. Cordially yours, (227 standard 
words) 

Dear Sir: Do you know a good insurance company that 
would be willing to send me some printed literature’ on the 
endowment policies and the indemnity policies they issue? | 
have, to some extent, made up’ my mind to take out a policy, 
and if the insurance company will enclose an application 
blank, I’ shall be glad to take it into consideration. 

It is my impression that some organizations will not’ ac- 
cept the application blank of a man who does a great deal of 
flying. I do a whole lot of traveling’ on the New York Cen- 
tral, the Baltimore & Ohio, and the Illinois Central, but I do 
very little’ flying. I seldom use the Canadian Pacific and the 
Northern Pacific, as my organization’ does little business with 
the sections covered by those railroads. Once in a while busi- 
ness takes me to Great Britain, but® this does not happen 
often. 

I am asking several other people to send me information 
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on the subject’ of insurance. When I have had an opportunity 
to see what all the different insurance companies” have to 
offer, I shall take great pleasure in discussing the matter with 
the agent of the company I” select. Until that time, of course, 
I can take no action. Yours very truly, (233 standard words) 

Dear Sir: We shall be glad to open a credit account for 
you and give you full credit privileges. The’ information we 
have received concerning you is so completely favorable to 
you personally and as” a business man that we appreciate your 
choosing us to supply you with the goods you need. Your 
order is’ going forward today. 

As general manager of this company, I assure you of our 
complete cooperation’ at all times and of our efforts to help 
you realize greater profits through the sale of your goods. 

We have’ packed with your order our latest assortment of 
window display cards, with full directions how to make the 
display’ attractive. At stated intervals, you will hear from 
our business promotion department, which is conducted 
solely’ for our customers. 

If, at any time, there is anything this organization can do 
for you, I should® consider it a personal favor if you will 
write direct to me. Never have the slightest hesitation’ in 
writing us. Cordially yours (185 standard words) 


ASSIGNMENT 54 


254. Drill on Previous Assignments. Avoid, exercise, 
civil, clerk, compare, comparative, conclude, conclusion, con- 
nect, disappoint, familiar, likewise, independent, indispensable, 
observe, pattern, remainder, significant-significance, wholesale, 
specify, partial, practical, probability, property, litigation, legis- 
lation, literature. 
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255. Incl-. Incline, inclined, inclination, include, includes, 
included, including, inclusion, inclusive. - 

256.-ciency. Deficiency, efficiency, proficiency. 
257.-ship. Authorship, fellowship, friendship, guardian- 
ship, hardship, leadership, membership, ownership, relation- 
ship, steamship, township, warship, apprenticeship. 

258. Post-. Postage, postal, postman, postmark, postmaster, 
post office, postpone, postponed, post card. 

259. Circu-. Circulate, circulated, circulation, circuit, cir- 
cular, circulars, circus. 

260. Intr-. Introduce, introduced, introduces, introduction, 
introductory, intrude, intruded, intrusion, intricate, intrigue. 


Reading and Writing Exercise 


261. Dear Sir: We appreciate your. letter of December 2 
regarding your dissatisfaction with the suite’ zrcluded with the 
lot of furniture that you purchased from us some time ago 
and that was delivered just before” Thanksgiving. — 

This suite was included with a shipment that we purchased 
from a local bankrupt factory, and the’ workmanship and 
quality do not represent our regular grade of merchandise. 
It may be that the deficiencies’ you mention could be satisfac- 
torily remedied, but we are inclined to believe that you would 
be” better satisfied if you were to exchange this suite for some- 
thing from our regular line, the quality of which® we could 
absolutely guarantee. 

If you will stop in to see us the next time you are in town, 
we will make proper’ adjustment. We appreciate the value of 
a customer’s good will, and we have no inclination to* expect 
you to keep a purchase that does not prove at least reasonably 
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satisfactory. We are more concerned’ about maintaining our 
leadership in the business life of this township than we are in 
forcing on you the’ ownership of furniture the deficienctes 
of which we recognize. Very truly yours, (215 standard words) 
(First occurrence: incl-, -ciency, -ship.) 

262. Dear Sir: Thank you for returning the post card at- 
tached to our recent circular. 

It is a pleasure to include’ samples of several tapestries, from 
which we hope you will be able to make selections for an 
introductory” order. 

We are also glad to include with this letter a copy of our 
latest catalogue, which is’ not yet in general circulation, and 
which contains all our prices on furniture. 

The inclusion of the’ circulars will give you a good intro- 
duction to these tapestries. I am inclined to believe that our 
proficiency’ in the weaving of these tapestries, combined with 
the technical efficiency of our mills, will make it’ possible for 
you to get these goods from us cheaper than from any other 
source of supply. Because of your’ membership in the Con- 
sumers’ League, you probably know that the prices are in- 
clusive of postage but that the special® discount sale for mem- 
bers has been postponed because of the deficiency in our pres- 
ent looms. This deficiency’ will be remedied within a week 
or two, as we are preparing for the zmclusion in our working 
unit” of the looms from Erie. 

It will be gratifying to receive your order. Yours very truly, 
(217 standard words) (First occurrence: post-, circu-, intr-.) 

263. Dear Sir: The invoice covering your shipment of sport- 
ing goods was mailed to you yesterday. 

We can furnish you with’ the product that you asked about 
in any quantity. The regular price of this item is $75,’ but 
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when it is ordered in quantities of ten or more, we make the 
special price of $70. If’ ordered in still larger quantities, we 
can quote you still lower terms. 

Please send us your order as soon as possible,’ as we do not 
know how long this price will be in effect. Very truly yours, 
(94 standard words) 


264. Gentlemen: Please send to our Houston branch 25 
crates of grapefruit, 50 crates of oranges, and 60 crates’ of 
lemons. 

Your circular letter says that we are entitled to a 5 per cent 
discount, so please bear this in? mind. Very truly yours, (44 
standard words) 


265. ReLax 


It is good for you to relax, to be frivolous, and to let a spirit 
of fun run riot for a time.’ Being always dignified causes stag- 
nation of the mind, while a play spirit helps you to do your 
work. A task is” lighter for the heart’s being light. 

Neither mind nor body can be kept constantly under ten- 
sion without impairing” its usefulness. 

The spirit of play keeps one young. Many a trifling annoy- 
ance can be turned into a* humorous incident by a merry 
heart that has readiness to see the amusing side of things. A 
happy, cheerful temper promotes good health, and good 
health promotes a happy, cheerful temper. Don’t be afraid of 
seeming foolish’ when you play. 

The more serious your occupation, the heavier your cares, 
the more you need a play spell. However’ great you may be, 
however important your occupation, forget them both for a 
time. Let yourself loose from* the tension of cares and become 
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a child in spirit. You will live longer and do better work. 
(176 standard words) 


ASSIGNMENT 55 


266. Drill on Previous Assignments. Include, efh- 
ciency, citizenship, partnership, postal, postponed, circulation, 
circulated, introduced, introduces, incline, inclined, included. 

267. Inter-. Interest, interests, interested, interfere, interfer- 
ence, interior, internal, internally, international, interrupt, in- 
terruption, intersection, interstate, interval, intervene, interview, 
intermission, uninteresting, disinterested. 

268. Destr-, distr-. Destroy, destroyed, distress, distribute, 
distributed, distributor, distribution, district, destruction, 
destructive. 

269. Centr-. Center, centered, central, centrally, centralize, 
centralization, concentrate, concentrated, concentration. 

270. Short-, ship-. Short, shortage, shorter, shortest, short- 
en, shortly, shorthand, shortsighted, shipload, shipwreck, 
shipyard. 


Reading and Writing Exercise 


271. Gentlemen: The men and the letters that make con- 
tacts between your firm and your customers should dress the 
part. For’ every interview credited to a salesman, scores of 
calls are made by your business correspondence and circulars? 
A well-groomed letter or circular commands respect and 
interest. 

Your message on a Postal Bond letterhead,’ enclosed in a 
Postal Bond envelope, does you justice. It cultivates the friend- 
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ship of your customers and confirms’ your leadership. Every- 
where in America, the famous Postal Bond watermark stands 
for the best. And business’ leaders, recognizing the fact, in- 
clude the name Postal Bond in giving orders for their fine 
stationery and® permanent records. Postal Bond does not in- 
trude on the customer’s notice. It does not interfere with the’ 
efficiency of your carefully written letter or circular. It serves 
as the medium by which the thought is* conveyed to the reader 
without zmterruption—and that is always the proper relation- 
ship of the paper” and the printing. 

“Interpreting the Modern Trend in Letterheads” is the title 
of a new portfolio,” containing valuable ideas for business 
stationery. We shall be very glad to send you a copy. Yours” 
truly, (221 standard words) (First occurrence: inter-.) 

272. Dear Sir: Have you made your will? 

Court records show that one of every two persons who die 
leaving an estate has made’ no will. 

It is important that every man make a will, because if he 
does not, he is forcing the state to” interfere in the distribution 
of his property. Laws change frequently—laws in various 
states are different.’ The statutes seldom distribute his prop- 
erty as he would have it distributed were he handling the mat- 
ter* himself. 

Whether you have made a will or not you will be interested 
in reading a booklet entitled “Don’t? Postpone Your Will,” 
which has just been published as a service to policyholders in 
the Central Union Life’ Insurance Company. 

On receipt of the enclosed card we will be pleased to send 
you a complimentary copy.’ No postage is required on the 
enclosed post card, and there is no obligation involved 
in making this* request. We should like this to serve 
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as your introduction to the service of the Central Union Life 
Insurance’ Company to its clients in this district. Sincerely, 
(190 standard words) (First occurrence: distr-, centr-.) 

273. Dear Mr. Green: Hard work ceases to be hard work 
when one loves it. One must work for the love of it to succeed 
in' it. To make a success in any profession one must work, 
and work uninterruptedly, with both mind and’ body, but 
chiefly with the mind. 

The importance of keeping one’s profession or aim con- 
stantly in the mind cannot® be too strongly emphasized. The 
path is long and straight and narrow, with no side paths. 
Concentrated preparation’ in school will save or shorten many 
a rocky road in later years. 

Take the short cut now instead of looking for’ one later on. 
Be sure that you can do anything that anyone else can do. 
Realize that if you don’t do® it, somebody else will, and nobody 
will mourn your elimination from the contest. It is just like 
any’ other contest— winners and losers. You have just as good 
a chance as anyone else to be included in that® short list of 
winners! 

Make your choice now. There is just as much, and more, 
opportunity today. There never was a° shortage of opportun- 
ity. Don’t postpone your success. One may as well be a suc- 
cess at twenty-five as at’” fifty. The early training and concen- 
tration of the mind do the work. Yours truly, (215 standard 
words) (First occurrence: short-.) 

274. Gentlemen: The credit rating that you asked for in 
your credit inquiry letter No. 231 has been investigated. 

We find that this person is considered a “good credit risk” 
up to the amount” of $1,000. He does not abuse his privilege 
and has always paid promptly. 
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We are glad to serve you’ in any way possible. Yours truly, 
(67 standard words) 

275. Gentlemen: Some time ago we wrote you requesting 
a duplicate copy of your invoice dated November’ 1, amount- 
ing to $24.25. We also sent you a shipper’s form to fill in and” 
return to us, so that we might file a claim for damages received 
in your freight shipment to us of November 1.’ 

Please give this your prompt attention, as the time in which 
we may file claim is limited. Yours very truly, (78 standard 
words) 


ASSIGNMENT 56 


276. Drill on Previous Assignments. Interview, dis- 
trict, destroyed, central, centerpiece, shortcomings, shipwreck, 
interfered, introduction, circulate, postage, fellowship, hard- 
ship, proficiency, included. 

277. Under-. Underneath, undersell, undersigned, under- 
estimate, underline, underscore, underground, undercurrent, 
undertake, undertook, understand, understood, misunderstand, 
misunderstood, I understand, we understood, they cannot 
understand, I do not understand. 

278. QOver-. Overcome, overestimate, overtime, over- 
charge, overcoat, overdraw, moreover. 

279. Aggr-. Agree, agreed, agrees, agreeable, agreement, 
disagree, aggregate, aggressive, aggravate. 

280. Para-. Paralyze, paradise, paragraph, parallel, para- 
dox, paraffin, paramount, parasite. 

281.Contr-. Control, controlled, controller, contract, con- 
tracted, contractor, contradict, contradicted, contrary, con- 
tribute, contribution, contributor, contributed, controversy. 
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Reading and Writing Exercise 


282. Dear Sir: Confirming our conversation, we shall be 
glad to furnish you approximately 40,000, 8° by 16 solid cinder 
blocks at 24% cents each, delivered on the above-named job, 
subject” to 5 per cent discount, 10 days. 

It is understood that 75 per cent of the payments are to be cash* 
each week, these payments to be made and guaranteed by the 
Contractors Title and Trust Company. In a letter’ received 
today, the Trust Company agrees to this arrangement. 

It is further understood that the deferred’ payments of 25 
per cent are to be paid by the contractor’s notes drawn in your 
favor and indorsed by you to® us. These notes are due not later 
than thirty days after the last shipment, and are to be drawn for 
not over’ ninety days. This renewal period is to bear interest 
at 6 per cent. 

It is further agreed between us* that you are to assign to us 
a sufficient number of houses, the equity of which is held for 
you by® the Contractors Title and Trust Company, to cover 
the amount of notes mentioned in the preceding paragraph.” 

There has been no exact parallel to this arrangement in our 
business dealings with you but the Trust Company’s” fear of 
a possible overdraft has been overcome by this agreement. It 
will, they feel, give them control” of the distribution of the 
receipts and avoid any chance that you might overestimate your 
income and” underestimate your costs with a consequent at- 
tempt on your part to overdraw your account with them. 

This will™ act as a contract between us. If acceptable, please 
indicate your agreement by signing on the blank line” at the 
bottom of this letter. Very truly yours, (309 standard words) 
(First occurrence: under-, over-, aggr-, para-, contr-.) 


56] GREGG IS GORTHAND 613 


283. Gentlemen: Last week I purchased a suit at your store 
and paid cash for it. It did not fit exactly, so I left’ it for 
alterations. You were to have it sent to me the following day. 

It came today, but there was a C.’O.D. of $45 on it. Cor- 
rect this mistake and send the suit to me without further de- 
lay.’ Very truly yours, (62 standard words) 

284. Gentlemen: We thank you for your remittance in pay- 
ment of our invoice of December 20, which we are’ receipting 
and returning to you. We are enclosing some order blanks 
for your convenience in ordering additional’ supplies in the 
future. 

We promise you that any orders received by us will be filled 
promptly. Very* truly yours, (62 standard words) 

285. Dear Mr. Guthrie: Upon investigating your credit 
standing we find you to be what we term a “very” good risk.” 

We shall be glad to extend credit to you, and cordially invite 
you to visit our store at your’ earliest convenience. Let’s get 
acquainted. 

I am sure our business relationships will be entirely satisfac- 
tory.’ Very truly yours, (65 standard words) 

286. Dear Sir: I hold for collection against you the balance 
due, including interest, on a note, signed by you on’ August 
25, of this year, to E. B. Lowe and Son, for $91.50. 

Before proceeding’ further in the matter, I am giving you 
an opportunity to pay the note without suit, with its added’ 
costs and inconveniences. 

Please let me hear from you as soon as possible. Very truly 
yours, (77 standard words ) 
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287. SAFETY 


An improper idea of the safety of airplane travel is obtained 
through the unfortunate fact that the’ average citizen hears 
only of the crashes and fatalities and very little, if anything, of 
the’ thousands upon thousands of miles fown without any 
accident whatsoever. 

The reliability of? the airways for safe transportation is well 
illustrated when one considers that merchandise insurance 
rates’ from London to various European cities carry a prefer- 
ential rate of fromi 70 to 35° per cent less than rates obtaining 
for surface transportation. 

Although statistics on safety may have little’ effect upon the 
air-mindedness of some individuals, yet it is quite interesting 
to note that for’ every crash many thousands of miles have 
been flown with complete safety. (151 standard words) 

288. Dear Sir: I regret, more than these few words will 
express, to be forced to answer the roll call in this manner. 
My’ absence from this meeting is unavoidable, and the loss is 
mine. Is it necessary to say, “Count on me next” time”? Re- 


gretfully yours, (44 standard words) 
ASSIGNMENT 57 


289. Drill on Previous Assignments. Control, parallel, 
disagree, oversight, undervalue, shortest, concentrate, distribu- 
tion, international, intruder, circular, postmark, authorship, de- 
ficiency, inclination, disinclination, efficiency, ownership, post- 
pone, internal, destructively, center, shortsighted, underscore, 
overestimate, aggravate, paragraph, contrary. 

290.-sure. Assure, assured, assures, leisure, measure, 
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measurement, measurable, pressure, treasure, disclosure, ex- 
posure, composure, commensurate. 

291. -ward, -hood. Backward, awkward, forward, up- 
ward, downward, homeward, onward, reward, boyhood, man- 
hood, neighborhood, likelihood, falsehood, brotherhood. 

292. Trans-. Transfer, transact, transacted, transaction, 
transform, translate, transmit, transplant, transport, transporta- 
tion, transparent. 

293. Super-, supr-. Superintend, superb, supervise, super- 
vision, superficial, superfluous, supreme, suppress, suppressed. 

294. -ure. Failure, figure, endure, procure, secure, securely, 
nature, picture, lecture, fixture, furniture, feature, mixture, cap- 
ture, creature, departure, expenditure, adventure, overture. 

295. -quire. Acquire, acquires, acquired, acquirement, in- 
quire, inquires, require, requires, requirement. 


Reading and Writing Exercise 


296. Gentlemen: A short time ago, in response to an ever- 
increasing pressure from our distributors, we’ printed color 
charts for the standard colors on the Puritan and Plymouth 
models. 

Very frequently, we receive” letters from distributors and 
dealers complaining that they are unable to answer the ques- 
tion, “What are the’ standard color combinations on the differ- 
ent models?” 

Of course, this question may be vaguely answered by’ re- 
ferring to the cars as finished in brown or blue or whatever 
the color may be. And in most cases, even’ if the terms “Postal 
gray” or “Paradise blue” were used, the customer would still 
have no conception of the colors,° because it is always hard to 
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measure colors in words. That’s where these timely little fold- 
ers fit in. They not’ only give the names of the various colors 
but they also contain samples. These samples enable the cus- 
tomer® to examine the colors at his Jetsure and to assure him- 
self that he is getting exactly the’ color combination he desires. 

Included with a circular \etter, the chart can be used as a 
mailing piece” to a list of customers. Attractively priced at 3 
cents each, the charts should be ordered in quantities com- 
mensurate” with your needs. The blank will be found in the 
back of the booklet enclosed in this package. Very truly yours,” 
(240 standard words) (First occurrence: -sure.) 

297. Gentlemen: Thank you for your order for one gross 
of handbags. 

After checking our records, we find that we have’ in stock 
at present only one-half gross of the style you wish. Rather 
than delay the shipment, we are sending you’ one-half gross by 
express today. The rest will go forward within a few days, in 
all likelihood, although we may not® be able to send them 
until Monday. We appreciate this opportunity to introduce 
these handbags’ in your neighborhood, and we are really dis- 
tressed that we are unable to fill your order completely. 

We hope’ that handling your order in this manner will not 
seriously inconvenience you. Yours very truly, (118 standard 
words) (First occurrence: -hood, -ward.) 


298. FoLttow Out a PLAN 


He who every morning plans the transactions of the day 
and follows out that plan carries a thread that will guide 
him’ through the most busy life. The orderly distribution of 
his time is like a ray of light which darts itself through’ all his 
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occupations. But where no plan is laid, where the use of time - 
is surrendered merely to chance, all things lie* huddled to- 
gether in one awkward muddle, which admits of neither dis- 
tribution nor review. Victor Hugo. (77 standard words) 
(First occurrence: trans-.) 


299. AN ARTIST 


Almost anybody can do business fairly well. Many men can 
do business very well. A few can do’ business superbly well. 
But the man who not only does his work superbly well but 
adds to it the personal touch” through great zeal, patience, 
and persistence, transforming it into something unique, indi- 
vidual,’ distinct, and unforgettable, is an artist. Elbert Hub- 
bard. (67 standard words) (First occurrence: super-.) 

300. Dear Sir: Today we received your shipment of cream, 
for which we thank you. We hope that you will be well 
pleased with your’ returns. If for any reason you are not 
entirely pleased, be sure to write us and let us know, because 
we are anxious’ to correct any mistake we may make. 

If you happen to know any other cream producers who you 
think® might be interested in securing more for their cream, 
please give us their names. Yours very truly, (77 standard 
words) (First occurrence: -ure.) 

301. Gentlemen: We regret to learn from your letter of 
November 14 that the tubes recently sent you were not’ of the 
correct size. We have meanwhile forwarded 1 gross of our 
No. 165 test tubes, 7? by 7% inches, which we hope will an- 
swer your requirements. 

Credit for the apparatus was issued’ on November 18 and 
has undoubtedly been received at the present time. 
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Immediately upon’ receipt of the test tubes you are return- 
ing to us, credit will be issued in full. 

We are now making an inquiry’ which will soon result in 
the disclosure of the reasons for this znterference with the usual 
effictency’ of our Distributing Department. I hope these awk- 
ward errors will not interrupt the pleasant business’ relation- 
ship which has existed between us for so many years, and I 
am inclined to think that we have now* eliminated any chance 
that such errors may occur again. 

Thank you for this opportunity of serving you. Yours very 
truly, (185 standard words) (First occurrence: -guire.) 


ASSIGNMENT 58 


302. Drill on Previous Assignments. Acquire, failure, 
capture, superior, transformation, reward, likelihood, treasure, 
contribute, paralyze, aggressive, overpaid, understood, ship- 
builder, centralized, distribute, interminable, introduced, cir- 
cuit, post card, membership, proficiency, inclusion, township, 
intersection, shortage, underline, overjoyed, exposure, forward, 
superlative, fixture, secure. 

303.-ograph. Photograph, photographs, photographed, 
photography, photographic, photographically, biography, biog- 
rapher, geography, lithography, stenography, phonograph, 
mimeograph, autograph, geographical. 

304. -cal,-cle. Medical, chemical, logical, classical, eco- 
nomical, radical, typical, musical, physical, practical, periodical, 
article, spectacle, vehicle, particle, chronicle. 

305. -sult. Consult, consulted, consultation, insult, insult- 
ed, insults, result, results, resultant. 

306. -gram, -grim. Telegram, cablegram, diagram, pro- 
gram, pilgrim, 
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Reading and Writing Exercise 


307. Gentlemen: Enclosed is a signed copy of the contract 
and agreement for a 5,000-pack order of’ special business cards, 
given by you to our representative. 

We understand that you desire to get the cards” before your 
departure on your spring trip through the central states. 

Sketches for the various special features of this’ card will be 
submitted for your approval promptly. I am inclined to feel 
that it would be better not to use’ pictures of your fixtures be- 
cause the mixture of type and pictures would spoil the appear- 
ance of the cards. Yours very” truly, (101 standard words) 

308. Gentlemen: Let’s get right after spring orders. 

A few minutes of your time spent in revising the mailing 
list we’ used last season will probably mean many early orders. 

Just cross off the names of those whom we can no longer” 
interest—and don't fail to add all the newcomers! 

The advertising this spring is the finest’ ever, but success or 
failure depends entirely on the accuracy of your list. 

We know you will take care of it very’ promptly. The first 
lists we receive will be the first to be taken care of. 

Thank you! Yours truly, (96 standard words) 

309. Gentlemen: We shall soon place an order for 50,000 
letterheads similar to the one on which this’ letter is written. 

Please quote us your best. price on a lot of 50,000, litho- 
graphed on 20-pound bond paper.’ 

Please write me whether you think the lthographic process 
will enable you to manufacture these letterheads* any cheaper 
than you could make them if you print them from type. You 
should be able to save money if you use’ lithography because 
then you can photograph my present letterhead, without hav- 
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ing to set any type. 

My” stenographer has asked me to warn you that these let- 
terheads must be printed on a paper suitable for’ mimeograph 
work, as we use the mimeograph a great deal in our office. 

When we come to an agreement as’ to the method of print- 
ing and the prices, please submit a carbon copy. Yours truly, 
(155 standard words) (First occurrence: -ograph.) 

310. Gentlemen: From the enclosed article we learn that 
pencils are to be manufactured from one of your by-products.’ 

We are penholder manufacturers, and we should like to 
learn whether your material could be used” satisfactorily in 
making penholders. 

As we have no equipment here for chemical work, your 
material’ would have to reach us in such condition that it can 
be used with practically no change. From reading the’ article 
I should judge that your material would be economical as well 
as practical. If this is the’ case, your sales should be large, be- 
cause our work is typical of the work done in scores of similar 
factories.” Therefore, it is Jogical to think that if we can use it 
economically all these other factories could’ also find it 
economical. 

It would be a pleasure to hear from you. If you are not yet 
ready to® consider this suggestion, we hope that you will let us 
hear from you when you are ready. Yours very truly, (178 
standard words) (First occurrence: -cle.) 

311. Dear Sir: We have been waiting to have our reports 
and records brought up to date, so that we might inform you 
of the’ results of the telegrams sent out through your office, 
soliciting aid for the distressed flood sufferers in your” district. 

Of course, the local papers threw open their columns with 
great kindness for the cause, and the’ telegrams sent out right 
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after the country began to realize the enormity of the disaster 
had* splendid pulling power. To be exact, out of the 116 tele- 
grams sent, we received exactly’ 100 direct returns, and we are 
constantly getting additional contributions. 

These telegrams’ were naturally sent to a very select list, 
and their contributions represented approximately’ one-third 
of the donations to the good cause. 

There was no organization, no other solicitation,® except 
these telegrams and the newspaper articles mentioned above. 

We are highly gratified with the part® the telegrams played 
in impressing upon the public the need of quick action. When 
you have time, I should like to” have an opportunity to con- 
sult with you about a program of further work along these 
lines. Apparently” by concentrating on a small list of those 
inclined to help persons in distress we can always hope for 
similar” results. Very truly yours, (245 standard words) (First 
occurrence: -sult, -gram.) 


ASSIGNMENT 59 


312. Drill on Previous Assignments. Telegram, con- 
sult, historical, photography, acquired, natural, supervision, 
translation, falsehood, measure, contributor, parasite, aggre- 
gate, overflow, undersigned, shortly, concentrated, distress, in- 
terior, intruded, circulation, postman, leadership, deficiency, 
including. 

313. -spect. Expect, expectation, inspect, inspection, in- 
spector, prospect, prospective. 

314. Electr-. Electric, electrical, electrician, electrify, elec- 
tric light, electric wiring. 

315. -city, -sity. Capacity, intensity, electricity, generosity, 
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scarcity, immensity, publicity, velocity, curiosity, animosity, 
authenticity, audacity. 

316.-ual. Annual, annually, gradual, gradually, continual, 
continually, equal, unequal, effectual, actual, mutual, perpetual. 


Reading and Writing Exercise 


317. Gentlemen: Your inquiry of December 8, asking for 
further details in regard to the Practical’ system of electric 
floor maintenance, is appreciated. 

Practical machines are used with equal efficiency” to scrub, 
polish, and refinish all types of floors and floor coverings. 
There are eight models of Practical machines,* each different 
in price, design, capacity, and size—a Practical machine for 
your requirements, suited’ to your floor area. 

May we have some additional information as to your floor 
conditions, type of floors,’ and electric current. The enclosed 
card is for this purpose. If you will give us this information, 
we can then® prepare a schedule for you based on your actual 
floor conditions. This schedule will convince you that our 
electric machines’ will gradually pay for themselves, because 
the annual upkeep is so low. Yours very truly, (157 standard 
words) (First occurrence: electr-, -city, -ual.) 

318. Gentlemen: Since our last letter to you we have de- 
cided to separate the East Coast into four distinct’ territories. 

The state of Maine is to be one of these territories, and a 
dealer at Portland’ will be appointed to handle all transactions 
there. 

Before we present our proposal to you, we should like very’ 
much to have you answer the following questions: 

1. Have you space for the storage of repair parts,’ and pos- 
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sibly a consigned shovel, fully equipped and ready for imme- 
diate shipment to prospects in your’ territory? 

2. How many salesmen have you, and are they covering 
the entire state of Maine? 

3. How® long have you been selling to contractors? 

This information will enable us to present you with our 
dealer’ contract for consideration. 

Our dealer contract provides a very substantial commission 
on the sale of* each machine, a 10 per cent commission on all 
repair parts sold within the territory, and a liberal’ policy of 
advertising to all prospects in the territory. 

We have introduced our machines” into eight states in the 
short space of three months, and all machines placed thus far 
are producing splendid records and" creating an interest that 
indicates a considerable volume of business in the territories 
they” reach. 

We are now in a position to manufacture shovels and cranes 
at the rate of one a day, thus assuring’ you of shipments on 
the same day that orders are received. 

May we hear from you promptly? Yours very truly, (278 
standard words) (First occurrence: -spect.) 

319. Dear Sir: Did you ever arrange to meet somebody 
downtown at exactly two o’clock and then hustle down there’ 
at exactly the right time only to find your friend among the 
missing? If you have ever done that, standing first” on one 
foot and then on the other while you searched your brain to 
remember whether it really was two o’clock and’ whether it 
really was that particular street corner on which you had 
agreed to meet—then you can appreciate’ what we have just 
gone through. 

Last year we sold you coal, yet this fall when the first cold 
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winds began whistling around the’ corners and the telephone 
began to ring all day long with people wanting more of that 
fine coal we sell, we have® had no order from you. 

To tell you the truth, we are all rather worried here at the 
office. Every one of us,’ from the person who took your order 
over the telephone to the driver who delivered your coal, tried 
to give’ the kind of service you wanted to have. 

And now it is past the middle of January and another year® 
has started, and we have not had any order from you. We con- 
sidered you one of the family and had hopes’ of meeting you 
every fall and winter. So here we are waiting on the corner, 
so to speak, and we shall be" overjoyed to see you or to hear 
from you. Very cordially yours, (231 standard words) 

320. Gentlemen: Your representative called on us recently 
and told us about the new burlap bag you are now’ offering 
to the trade at greatly reduced prices. He left several samples 
with us. 

We have been so greatly” impressed with the stock in the 
samples that we wish to enter our order for 10,000 bags, 
printed similar’ to our order of September 30. 

We shall have our purchasing department issue an order 
covering’ this, and shall appreciate it greatly if you will rush 
this shipment along. 


Please acknowledge receipt of this letter.” Yours very truly, 
(104 standard words) 
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